Module 1
Exploring Documents

Learning Objectives

_ Pass/
Student is able to: Merit
Create and amend a text document P
Amend text for a specific audience P
Add images or other objects to a P
document
Refine and organise the layout of a M
document for a specific audience
Evaluate a finished document M




/1.1 New document

\ / Learning Objective: 1

AN

Word wrap

\

Load Microsoft Word [,

Start with a blank new document.
Type the sentences on the right.
When you reach the end of a I|ne just

keep typing, don't tap :
Word will automatically wrap the text
to the next line.

Click = before you type to ensure
that the text you are going to type is
justified.

Mr Mohammad Salleh is a very successful
businessman. Today, he is the manager of
two companies and Chairman of six other
companies.
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Paragraph break

\

When you have finished typing the
text given in the last exercise, tap

€ once. This will force a
paragraph or a line break.

Tap d twice. This will insert 2
blank lines.

Tap l/—=.
If you did not type anything

tapping — tapping <
again will delete the remaining blank
line inserted.

Type the next 2 paragraphs.

Mr Mohammad Salleh came from a very poor
family. His father could hardly give him any
money to buy books. Mr Mohammad Salleh
therefore worked in a coffee shop in the
afternoon. He studied very hard.

After graduating as a lawyer, Mr Mohammad
Salleh could not find a job as a lawyer, so he
worked as a salesman.

Paragraph alignment \

Place the cursor somewhere in the first
paragraph.
Click ..

This will align the whole paragraph to the '

centre.

Place the cursor somewhere in the
second paragraph.

Click =.

This will align the whole paragraph to the
right.

e Place the cursor somewhere in the third

paragraph.

e Click =

¢ This will align the whole paragraph to the
left.

¢ Adjust the alignment so that the whole
passage is justified.
e Save your work as MSalleh.




_ / 1.2 Selecting and changing\ /Teaming Objective: 1

Select words

\

e Click O to start with a new blank page.
¢ Type the following sentences:

She has two cute pets.
He has eight small animals in his family.
I have five big cats in my house.

e You must select a word before you can
change it.

¢ You can select a word using the mouse in
three ways:
o ' Double click it.
o Click at the beginning and drag.

L o Click at the end and drag.
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He has eight small animals in his family.
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Select a word and delete it \\

e You can delete a selected word by tapping:

0 ‘cut » or - ‘
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« Select the word cute and tap & She has two pets .
He has eight small animals in his family. .
e Select the word small and tap | have five big cats in my house. :
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Change a word \
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e Type the word three.

e The new word replaces the selected word.
e Select and change the word eight to ten.
e Select and change the word | to We.

e Select and change the word my to our.
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She has three pets
He has ten ammals in his family.
We have fi

The new word
replaces the
selected word.




Vf 1.3 Cut and paste

\ / Learning Objective: 1

AN

Moving text

\

Type these instructions about heating
some beans. They are in the wrong
order.

Put the beans in the pan.

Open the tin.

Put the hot beans on the plate.

Get the tin from the cupboard.

Let us put the instructions in the correct
order using cut & and paste =3
Highlight the last sentence Get the tin
from the cupboard.

Click & .

Click in front of the first line and click & |

Highlight the next line Put the beans in
the pan.

Click ¢ .

Click in front of the line Put the hot beans
on the plate.

Click &

If the lines are joined together, click in
front of the first character of the second

line and tap | § to force the

second line down.

Get the tin from the cupboard.
Open the tin.

Put the beans in the pan.

Put the hot beans on the plate.

Making tea

Type these instructions.

\

Add hot water.

Pour the tea.

Put the tea in the pot.
Drink it.

Now put them in the correct order.

Add the instruction Add

the sugarin a sensible
place in the list.

Revision exercise \

Click @ and open the file mylist.
Highlight all the sentences.

Click =2 to copy all the sentences.

Click O to open a new blank document.
Click 8 to paste all the sentences into this
new document.

Now make the following changes:
o Correct the spelling mistakes poool to

pool; couter to counter.
o Replace five with twenty.
o Delete the extra word your.
Click B to save the document as mylist2.

Use cut and paste to put the list in the
correct order.

Save the corrected version as mylist3.
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Go to the pool.
Get dressed.
Pay at the counter.
Swim for twenty minutes.
Get dry. L'
Put on your costume. M
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Page 1 Sec 1 11

AL22 Ln6 Co21

You can make up your own
short list of instructions,
and put them in the wrong
order. Challenge your
friend to put the list back in
the correct order.




B /1.4 Spellchecker

Spelling — change \

\ / Learning Objective: 1

AN

e Click @ and open the file
GreatVictory.

e Click ¥ to start checking for
spelling errors.

¢ A mistake dayy identified by
the spellchecker is shown in
red.

e The spellchecker suggests
day as the replacement.

o Click ___Change to accept

It was a the boys in the school would have nightmares

about for weeks weeks to
Spelling and Grammar: English (U.K.)

his has
Wvanted to
el

Not in Dictionary:

The captai
been one ¢
play the bd

It was a dayy|the boys inthe &/ [ inoeone |
school would have nightmares = mnoresl
about for weeks weeks to i addto Dictonery

A Change
_ Cgen |
;‘ AutoCorrect
=l

Urido l

Suggestions:

The captai Ant to

comment.

days
dray

Dictionary language: IEninsh WK)
¥ Check grammar

Options... Cancel |

Spelling — delete

the suggestion.

e The spellchecker will continue
to check the file GreatVictory
for more mistakes.

e It has found a repeated word
weeks.

o Click
the repeated word.

Delete

Jto delete

It was a day the boys in the school would have nightmares
to come.

about for weeks

The Cap Spelling and Grammar: English (U.K.) "This has
been ongd feested ord: _ wanted to
lav the It was a day the boys in the ] [ tgnoreonce | ‘eiblel”
play school would have nightmares = guwew [P o
about for weeks weeks to Vi ekt Ditorny
The capl] s,ggestons: = want to
commen = oo |
Defate Alf
L] AutoCurrech |
Dictionary language:! |a;lish (U.K.) _:J
W Check grammar
Options... Urid l Cancel J

Spelling — ignore \

e The spellchecker has found
another word that is not in its
dictionary.

e Kumang is the name of a girl.
In this case it is spelt correctly
and need not be changed.

e Click __1aoreal_[to keep it
e Continue to check for other
mistakes.

e When you have finished with
the rest of the corrections,
save the checked file as

GirlsVictory.

The captain of the girl's team, Roberts said, “This has

been on Spelling and Grammar: English (U.K.) r'?‘ﬂyl edto
play the Not in Dictionary: -
The cap The captain of the girl’sﬁtea_m, ;} Ignore Once N
Kumang Roberts said, “This =~ =  wgoea |
commel lhas been one of the beest days ¢, “uaoommony
Suggestions: e
Change All
Chunming \Q __ AutoCorrect |
Why not add the
name to your cand |

dictionary as it might

occur later?

7 .




L2l

J»‘ 5 Long documents \/ Learning Objectives: 1, 2 \

New document \

Load Microsoft Word [H.

Start with a new document.

Tab
—

Type the following text. Tap

Don't tap the | key at the end of the line. Let Microsoft Word do the automatic

word wrapping for you, unless you are starting a new paragraph.

to begin the first indent.

Imported fruits

A lot of Malaysians like to eat fruits. In fact Malaysia produces a
seemingly endless variety of tropical fruits. Bananas, papayas, pineapples and
watermelons are available through the year. Some other fruits like rambutans,
durians, mangosteens and langsat are only seasonal.

Save the text as fruits.
Open the file imported fruits.

Copy the last two paragraphs and paste them below the paragraph that you have just
typed.

Delete the repeated word to in the second paragraph.

Change the first letter of they, t to capital letter T.

Replace the word medical with medicinal.

Read through the whole text to find out whether there are any other mistakes. If there
are, correct them.

Use the spellchecker to ensure that there are no other spelling mistakes.

Save your work as fruitsl.

Change the title \

Make the following adjustments to the text :

you have just typed. Imported QI

Change the title:

o Double click to select the word l
Imported in the title.

o While the word is still highlighted in
black, type Eat more local.

o The words Eat more local replace the
word Imported.

o Click = to align the title to the centre.

Eat more local fruits

You don’t have
Click = to save the file again. to delete the
word Imported.




/ \_/ Learning Objective: 1 \

Inserting missing words \

¢ Insert the word imported.
o Click the cursor I in front of the word fruits in the first sentence of the first paragraph.
o Type imported.
o Tap the space bar once.
¢ Insert the word most.
o Click the cursor I in front of the words orchard farmers in the second sentence of the
second paragraph.
o Type most.
o Tap the space bar once.
e Insert the word local.
o Click the cursor I in front of the word fruits in the first sentence of the third
paragraph.
o Type local.
o Tap the space bar once.

Replacing words \

¢ Replace the word through with throughout in the sentence Bananas, papayas,
pineapples and watermelons are available through the year.
o Double click on the word through.
o Type throughout.

¢ Replace the word period with time in the sentence It is also a profitable period for most
orchard farmers.
o Double click on the word period.

o Type time.

Move a paragraph \

e Move the second paragraph to become the third paragraph.

o Click in front of the first word of the second paragraph. / L \
o Hold down the mouse and drag to highlight the whole After highlighting
paragraph. : the paragraph,
_ you can drag the
Click & highlighted
o Click the cursor ] at the end of the last paragraph. sentences fto the
_ end of the third
o Tap twice paragraph, and
o Click B then drop it by

releasing the
mouse button. /

e Save the amended text as fruits2.

e




m

J1 .6 Amend text for a specific audience \_ / Leaming Objective: 2

Changing font style \

~

¢ Open the file fruits2 that you saved in the
previous exercise.

e Change the font style of the title:
o Highlight the title.

o Click * of ™ " togeta
drop-down list of font styles.
o Drag the scroll bar up and down until

iou find the font stile
o Click LI S
e You can change to another font style if you
cannot find iﬂﬂﬂ_ Choose
one that makes the title stand out to attract
the attention of your audience.

irmes Mesy Formarn g? 12 +: l(Dr ag up and

% Garamond down to find a

& Gautami ‘ suitable font style.
T Georgia

8 Guddyp

8 Graynantle MYRB
T Haettenschweiler

& Khaki Two

T KiaTrPEP it

% |atha

% Lucida Console
% Lucida Sans Unicode

Changing font size \

e Change the font size of the title:

o Highlight the title.

o Click on the option for font sizes.

o Click 26 to select it as the desired font
size.

o You can choose other sizes. The larger
the number, the larger the font size.

o We normally make the title bigger than
the rest of the text to attract our targeted
audience.

e Save the file as fruits3.

Click here to get
a drop-down list
of font sizes.

Changing font colour \

¢ Change the colour of the title:
Highlight the title again.

Click &~to get a table of colours.
Click on the red colour.
You can also choose other colours for
the title.

¢ Changing the font colour will make the title
’ more eye-catching and thus help to attract
the target audience.

e Click & to save the file.

O

o O O

Click here to
get a table of
colours. Click
on the colour
desired to

select it.

i More Colors...




_- /1.7 Inserting images \/ Learning Objective: 3 \

Add an image \

e Open the file fruits3.

¢ Click to place the cursor L at the blank line
between the title and the first paragraph.

Insert Picture

e Tap 5 once to insert a blank line. ok [ gaphis e @ @ X - ook~
e Click Insert on the menu bar. ;:ﬂ P
ory
¢ Click | Picture > | -
[ ] C“Ck Erﬂm File... —‘ My[;o\:uments

?77?

e Select the appropriate picture of fruits (e.g.
MsiaFruits.jpg).

Desktop

e Click L_nsert -] -
' |
. Tap 4 once to insert a blank line. Places  Fiesofbype: [aipitures

e Save your work as fruits4.

Resizing the picture \

¢ Click somewhere in the picture.

¢ Resize the picture to an appropriate size by
dragging the resize handles at the edge of the
picture.

¢ When you bring the mouse pointer on top of the

Drag in the
diagonal direction
away from the

picture to enlarge
it proportionally.

handle, it will change its shape from [\\5 toa
resize pointer.

o With *+* you resize the picture horizontally.

o With I you resize the picture vertically.
o With "™« or«” you resize the picture diagonally.
e Only "w and«” will resize the picture

proportionally without distorting the picture.

¢ Dragging away from the picture will increase its
size.

¢ Dragging towards the picture will reduce its
size.

e Click H to save your work after the picture is
resized. '

Alignment of picture \

1]

¢ At this stage, you can only align the e Click

) , the picture is aligned at the
picture using the paragraph alignment i centre.
tool. i o Click =, the picture is aligned right.

¢ Click on the picture once. e Align your picture at the centre and save

e Click =, the picture is aligned left. your work as fruits5. ”




W__—/? \ / Learning Objectives: 1, 3 \

Inserting more pictures\

e Open the file fruitsb if you have closed it.

¢ Scroll down and place the cursor at the end of the
document.

Delicious!

e Tap { twice to insert 2 blank lines.

* Insert another picture durian. jpg.

e Use ™ or« toresize the picture to an appropriate
size so that the document is still within 1 page.

« Click on the picture once and click = to align at the
centre. durian.jpg

e Click H to save the file.

Print preview \

e Click [&,

e A print preview is displayed. We use this feature to Eatmore localfruits
check the output layout without actually printing it. -
We can save printing costs this way.

¢ If you have only one printer connected to your PC,

you can click € to print a copy, using the default e e I R
print setting. | o TR M R R
e Click & if you want to have full screen view. e Sos s il

tocal friks season S an attwction to DWES D Vit ¥alysa it
;}:a prombx«mb st orchard e

e Click ~ on the right of *1% " to zoomin by

increasing the figure shown or zoom out by
decreasing the figure.

e You can also click |5 . to get a magnifier.
¢ Click on the preview display to magnify the view or
click again to return to the normal preview display.

e Click dose to close the preview mode.

Printing \

e Click Fie
: 3 Epson Stylus COLOR 440 ESCJP 2

e Clicksr
e Choose the appropuate printer. ol A
¢ Ask your teacher for help to set the properties of the | icmex

P Acrobat Distiler
( Canon Bubble-Jet BIC-20005P

printer before you print. L
Number of copies 1] r :CUMT—W ——
. um : .
o CIICk - p L and enter Ente:a:jgenunbersandiur page ranges '
the number of copies to print. e PV

Make sure the selected printer is switched on and | =" =] gg;))roo;erigzzg

click - to start printin i
P g - \pr/nter here.y

T T T T ST e e s e e =




_/

1.8 WordArt 44

\ / Learning Objective: 3 \

Creating WordArt design \

The WordArt utility helps us to create
impressive banners and labels easily and
quickly.

Open a new blank document.

Click 4 on the drawing toolbar.

The WordArt Gallery will be displayed.
Click on the style as shown by MetalMan
below.

WVordArt Gallery

Sclect o Wordirt style:

|wm|‘,,m|«-,|um|m["’_
ori [Wordan e |7
II;W Vot |w9nm\om| R

WMW|MM |ﬂ!€>@ﬂm it rw

o ot

cliok o]

Type Cambridge ICT Starters.
Click i

Fdit WordArt Text

]w—_ll__l_ﬂ_d

Cambridge ICT Starters

x| _oma |

The WordArt created is as shown below:

Change WordArt

o ]_cwat |

Click on the WordArt created.

Click ™! on the WordArt toolbar.

Select the style that you like from the
gallery and double click on it.

The current style is immediately replaced
by the new style selected.

Click on the new WordArt created.

'-:,_i:l

Cllck ==| at the wordart toolbar and select

: as the text wrapping style.
Click B to make a copy.

Click & to make duplicates. The images
are now overlapping.
Move the mouse pointer to the image

When the shape of the pointer changes

r S

to ¥* . hold down the mouse and drag
the image to a new position.

Click M and change the style to a new
style.

Save your work as WordArt.

Resize WordArt

pasted.

You can resize the WordArt created by
using a method similar to which you used
to resize pictures in the previous section.
Select any pattern and use "« , ", I

or <* to drag and resize the WordArt.

WordArt provides an easy way to create
attractive patterns.

Use WordArt to create the following
guotation or any quotation of your own
choice.

'Quality is an Art not an Act!




/1

9 Refine and organise\\/ Learning Objective: 4 \

Campaign \

Let us make the text about fruit that you
have typed into a campaign poster.

The objective of the poster is to
campaign for people to eat more local
fruits.

You need to refine and reorganise the
text and pictures so that they can attract
the attention of the target audience, say,
your classmates.

Let us start with the title.

Use WordArt to create a more appealing

title:

O
O

O

(0]

Open the file fruitsb.
Delete the title.

Click 44 and double click to choose a
style from the WordArt Gallery.

Type the title Eat more local fruits.
Adjust the WordArt to a suitable size.

Place the WordArt created at the top
of the passage.

ltalic 7 \

The names of the fruits are mostly local
names and some are not common to
other countries.

To stress and to show the audience that
they are local names, we can use the
italic character style.

Double click quickly on the first fruit,

Bananas.

Click Z to change the style to italic.
Change the character style of all the

names of the fruits to italic.

Save the file as fruitsé.

Bold B and Underline U \

To further enhance the text, you can make
it bold and underlined.
Double click quickly on the word medicinal.

Click B, U to make it bold and underlined.

Double click quickly on the word value.

Click B, U to make it bold and underlined.

Click B to save the file.

¢

\fea tures.

licking B once will
set the format to

BOLD. Clicking on it
again will cancel the

format. U and I
have the same

Font colours \

To highlight the important message
carried by the words nutritious, vitamins
and minerals, select the words and

change their colours to red.
Change the colour of all the fruits’ names

to violet or any other colours that you
like.

o Click H to save the changes.

Always save
your work after
making changes.




\ / Learning Objective: 4

Text wrapping style \

The campaign poster will be more eye-
catching if we enlarge the picture and use it
as background.

To do this we need to change the layout of
the picture.

Click to select the picture.

Click B on the picture format toolbar.
Select [B_Befind Text | because we are

A lot of Malaysians like to eat imported fruits. 1
a seemingly endless variety of tropical fruits. Bananas,

going to put this picture as background
behind the texts.
If you put the mouse pointer on top of the

picture, the pointer will change from L to

.

This means that you can now move the
picture anywhere you like on the page.
Now click and hold down the mouse, and
drag to move the picture to the top left
corner.
Place the mouse pointer at the bottom right
of the picture; it will change its shape to

" .
Hold down the mouse and drag diagonally
to the right until the complete width of the
page is covered.
Next, place the mouse pointer at the bottom
middle of the picture. Its shape is then

changed to 1.
Hold down the mouse and drag down until
the complete length of the page is covered.

If you cannot see the text, click B and

select (B BehndText | again.

In order to make the text legible, we can
change the image to a ‘washout’ or
‘watermark’.

Click &l on the picture format toolbar.
Washout ‘

Select
Click B to save all the changes.

Move the picture to the top left corner

Drag down to cover the length of the page

Sl

r
Change the image to a ‘washout’ or ‘watermark’




/ Learning Objective: 4

AN

Touching up

\

¢ Increase the font size to 18 so that the
text covers more of the page. Itis also
easier to read from a distance.

¢ We can add more mouth-watering
pictures so that the whole poster is more
attractive and appealing to our audience.

e Insert the picture langsat.jpg.

¢ Change the text wrapping style to square.

¢ Resize to a suitable size and move it to
the top right corner of the first paragraph.

« Insert another picture, rambutan.jpg.

¢ Change the text wrapping style to square.

e Resize to a suitable size and move it to
the left of the second paragraph.

e Select the picture durian.jpg.

e Change the text wrapping style to square.

e Resize to a suitable size and move it to
the right of the last paragraph.

¢ Add another WordArt at the bottom,
otherwise the poster is not balanced!

o Click 4l and choose a style.
e Type Nutritious & Delicious!
e Save your final poster as CPoster.

A lot of Malaysians like to eat imported
fruits. In fact Malaysia produces a seemingly
endless varety of tropical finits. Bananas,
papavas, pineapples and waternielons are
available throughout the year. Some other
fiuits like rewndutans, durians, mangosteens
and /angsar ave only seasonal.

According to research, the Malaysian local
fruits are very nutritious and rich in vitamins
as well as minerals. They are as good, if not
better, than imported fruits. Fruits like bananas,
papayas, starfiuits are even of high medicinal
value. We therefore should p
eat more local fruits.

Furthermore local fruits season is an
attraction to tourists to visit Malaysia. It is;
also a profitable time for most orchard
farmers.

Adding a page bord;\

e As a finishing touch, let us add a page
border so that the poster is even more eye-

catching to your classmates.
e Click H at the menu bar.

¢ Select ( Borders and Shading... \

...................................

folder.

..................................

Art:

o Click'at1 ?’1?1:—ltoseeé

drop-down list of borders.

e Scroll down until you find the border that
you like.

¢ Click on it to select.

e Look atthe Preview panel. Choose another
art if you do not like the one chosen.

e Click .28 __1to insert the page border
selected.
e Click & to save the final copy.

¢ Print a copy of your work and paste it on
the next page.

Borders and Shading

Borders  Page Border lihacing

Setting: i Style: { Proview

!

= | Ot
= * v 1%
S SERRE R X

i

Click here to see a
list of borders. Click
on the one you like.




/ \ / Learning Objective: 5 \

Evaluation of the finished poster \

e Now let us evaluate the poster that we have created.

o We used WordArt to create the title to make it more impressive and eye-catching.

o We used different font styles, italic, bold and underlined, to stress and enhance
important text.

o We used colour to highlight the important messages carried by some of the words.

e We used font colour to make the names of the local fruits stand out.

¢ We added appropriate photos to attract the audience’s attention even before they read
the text in detail.

¢ The background with fruits in the ‘washout’ or ‘watermark’ style reflects the objective of
the campaign clearly to the audience.

+ Finally we added a page border to further enhance the beauty and attractiveness of the
poster.

Print a copy and
glue your printed
copy on this page.

It is all right to
cover me!

o3 R

T, 11
A1l

A lot of Malaysians like to eat imported
fruits. In fact Malaysia produces a seemingly
endless variety of tropical fruits. Bananas,
papayas, pmegpples and waiarmelons are
avalable throughout the year. Some other

fruits like rambuians, durions, mavngosteens e
and lamgsar are only seasonal.
) According to research, the Malaysian local

-*| fruits are very nutritious and rich in vitamins
as well as minerals, They are as good, if not
better, than imported fruits. Fruits like bananas,
papayas, starfruiis are even of high medicinal
value. We therefore should 3

eat more local fruits.

Furthermore local fruits season is an \
attraction to tourists to visit Malaysia. It is 'JREC skis>
also a profitable time for most orchard’
farmers.

1199199999 999¢99

Sample copy of work done




4

//—-11 0 Project \ / Learning Objectives: 4, 5 AN

Open Day \

e Your school Parents-Teachers Association is organising an
Open Day.

e You are required to help to type the following brochure (do
not make any changes):

SIMPLY FUN-TASTIC

Do you sell my
SPPS Parent-Teacher Ass. proudly presents: favourite food,

bulbs and wire?

St Peter Pri. School's Open Day

Date : 15 August
Time : 11 am. to 6 p.m.
Place : St. Peter's Kindergarten

e Save the brochure as OpenDay.

e Complete the brochure by copying all the text from the file
WhatWeHave.doc.

e Save your file again.

Editing \

e After reading through the draft that you have typed, the PTA have requested that you
make the following adjustments:

o Make the following changes to the title so that it has:
o a size of 16 point
o a Times New Roman font
o an underline and italic font style
o centre alignment.

| must remember the
date and time of the
Open Day!

¢ Make the following changes to the body text of the brochure so that it has:
o a size of 12 point
o acCourier New font
o centre alignment.

e Type out the complete words:
o type the word Ass. in full: Association
o type the word Pri. in full: Primary.

¢ Correct the date and time and make them bold:
o the date of the Open Day has been changed to 4 July
o the place has also been changed to St Peter's Primary School.




/ \ / Learning Objectives: 4, 5 \

More editing \

e Insert the words for you before the colon at the end of the sentence What we have in
store:.
¢ There will not be any Mathematics Quiz. Delete Mathematics/.
¢ Replace Drawing competition with Colouring competition.
e The Tug O’'War between parents and children should be Tug O’'War between parents
and teachers.
¢ Next, use cut and paste to rearrange the activities into the following order:
1. Colouring competition  (4-6 years old)
2. Science Quiz (7-9 years old)
3. Talent Time - (10-12 years old)
4. Tug O'War between parents and teachers
5. Food stalls selling mouth-watering food at reasonable prices
e Save your edited text as a new file, OpenDay?2.

Insert graphics \

e Insert a page border of balloons.

e Insert another graphic (partytime.jpg or any relevant graphic) at the end of the
document.

Refining the brochure\

e The PTA is very pleased with your work.

e They have decided to make it into a brochure and distribute it to all the children in the
school.

e You are now required to refine the way the text and image appear on the page to make
your brochure more appealing and appropriate for its audience (your schoolmates). To
complete this task, you may:

o change the font style, size and colour;

o replace the image or add new images of your own choice;

o or work on the whole document and reorganise the contents and/or change the
formatting based on your own choices so that it suits your audience better.

e Save your completed work as brochure.

Self-evaluation \

e Use the space provided below to explain How the changes you have made improve the
document and make it more appealing to your audience.




Module 2
Exploring Images

Learning Objectives

Student is abile to: Merit

1 | Create repeating patterns using stamps| P
and/or copy tools

2 | Create pictures using a variety of tools P
and effects

3 | Select appropriate objects, copy and M
resize them

4 | Save drafts showing the development M
of the design




E { earnin jective:
;ﬂ/f2.1 MS Paintw \/ emne oo t_ 1 \

‘ I}
Starting MS Paint !l'fd \

Drag here
i diagonally.
e Launch MS Paint \.f’j ,
e Is the white drawing area a full screen o4
size? =z Drawing
e If not, place the mouse pointer at the i area
bottom right corner of the white drawing
area.

e When it changes its shape to ™ , drag
down diagonally until you get a full
screen size.

Page setup

Click here to set the page
to landscape orientation.
Don’t change the rest of the

e Click Fie
e Select and click

New Crken | setting. You can do it later.

Open... Ctri+0

Save Ctri+s Previe Papes

Save As... Size: fad )
Sowce: | Automatically Select i

Print Preview

Print... Ctrl+P O Pottiait Left Right (075 |
Send... © Landscape Iop:  [075 Botom: (075 |

Set As Background (Tiled)

Set As Background {Centered)
1 paint_start1

2 MSPaintLogo

3 D:\cup\NS\NS_pgl3\preview

Centering Scaling

[] Horizontal @ Adiustto: {100 | % nomnal size
[¥] Vestical Omw  [I_ e[l Jregets

4 Di\cup\NS\NS_pgt 3iart ok 3 concel |[ Prnter.
Exit Alt+F4

Import image \

e Click Edi,

e Click IREESIEEINE ed - Pa -

File Edit ¥iew Image Colors Help

¢ Select the file balloons.jpg and click

12>

' i The
e The image is placed at the top left imported |
corner. : M
graphic.
* You can import moa

than 1 imaie using )
, but , R .

you can only import el

1 Ima e at a ﬁme For Help, click Help Topics on the Help Menu.
using .

_ .




- / 2.2 Creating patterns \/ Learning Objective: 1 \

Duplicate images \

e Click Edt. ,
e Click U untilled - Paint
Fle Edit View Image Colors Help
e Click Edt again. Nl : s ~
e Click IEETSEN. '&%&%@ 1
e You will not see the pasted image 2Q
because it is pasted on top of the &
original image in the top left corner. ': ‘:
e Place the mouse pointer on top of Oz
the image. oY)
o When the pointer changes to ¥*, (8
hold down the mouse and drag to oz | i )
the right so that the two images are | =—mp .............
side by side. rrlrﬁrllr‘ﬁr‘llﬁ
For Help, click Help Topics on the Help Menu,
Repeated patterns \

o Click i,
Drag around the two images.

e Use the copy and paste method to
duplicate the two images.

¢ Move the pasted image to the right.
You should now get 4 images

untitled - Paint
G Yew Imege Colors Heb

00/ 3>N0 4P
OR~ PO

arranged in a row. e
e Repeat the copy and paste process |pz ]
and arrange the images in a row at F.r.#_#ﬂggggg

the top to form the top border.
e You can copy and paste 1, 2, 4 and

then 8 images to speed up the enaRAR Ay
process FT'II_EF'II!_EI_HII

ForHelp MHsh Tq!tsuntheHebM( =

ForHeb deehTmm&eHebMuu
Border \

e Copy the whole row at the top.
o Paste the image and drag it to the bottom to I =575
form the bottom border. Colf B B B e 8 0 & & & 0 K K &

e Can you complete the border on both sides?

e Save your design as borderl.

e Create new border designs using the graphics
bird.jpg and cup.jpg.

e Save your designs as border2 and border3.

%,
&
®
&
&
&,
&
&
&

| tap

e{'aaﬁﬁﬁxmxxﬁmxﬁ

)

then | tap W and ¢ simultaneously to
paste.

—




\/ Learning Objectives: 1, 3 \

rD_esign 1 \

o Click Edi, I
o Click I _ ¥ untilled - Paint
o Select patternl.jpg or any other of the ‘ %%g%%“&”é
patterns given. *iwi;%mgg?wlﬁ 3
e Use the copy and paste method to E&ﬁnﬁ%ggg ‘%ﬁ & &;%g
duplicate the imported graphic. ﬁﬁi};&m : el
=3

e This time, instead of arranging them into
a border, arrange them very close
together to form a continuous design.

¢ Repeat the copy and paste process
until the whole work space is filled with
the graphic.

e Save it as designl.

TR
YT Em e

For Help, click Help Topics on the Help Menu.

Design 2 \

¢ Repeat the previous exercise using the
graphic pattern2. jpg.
o Save the work as design2.

From a simple
design to a
repeated pattern
— it is marvellous!

ITIIIIIIIIIIIIII
RN BT EC R

For Help, click Help Toplcs on the Help Menu.

i Resize imported graphic

e Import the graphics bird. jpg.

¢ Place the cursor at the bottom right
corner of the image.

¢ When the cursor changes its shape

to ™w , hold down the mouse button
and drag towards the image to
reduce its size.

e Save it as bird2.

Drag towards the image to l_
reduce it or drag away from " RRETRRTORAR
the image to enlarge it.

Iwmumlmmmmm




_J 2.3 Symmetry

\ / Learning Objective: 2

Symmetry \

e Click Eie

e Click and open the file you
have saved in the previous exercise,
bird?2.

e Select and copy the image and place the
images side by side.

o Click K.

o Click Bl - Ivugaey

.................................

e Select option ©Elip horizontak

o ClicK bzt .

e The image formed is symmetrical to the
original image.

e Save your work as symmetry.

< .
w AR
ST NCRC AN G N

For i, ki Toos ot Hob .

Vertical flip \

e Select both the images and make a
copy of them.
o Place it exactly below the original

images.
o Click B
e Click IRlEe Ry

e Select option ©

o ClicK .
¢ You have just produced another
symmetrical image.

e Save your work as flip.

ok
& AN NS
ST ErECaEr G

[For b, ko Topko o the kot

New pattern \

e Open the file flip again.

e Move the images so that there
are no gaps in between the
images.

e The four images are now joined
into one image.

o Use the select, copy and paste
method to duplicate the image.

e Arrange the images into a
pattern.




2.4 Designing a card

/ Learning Objectives: 1, 2, 3, 4 \

Birthday card \

The theme of the design is Birthday card.
Start MS Paint with a new page.

Adjust the drawing area to full screen size.
Fill the background with light blue colour.
Set the foreground to be the same colour.

Click m to select transparent background.
Import the image balloons. jpg.
Copy the image and paste it beside the first.
Give it a horizontal flip.
Repeat the pattern to form the top border.
Copy the top border and place it as the
bottom border.

¢ Give the bottom border a vertical flip.

Use copy and paste, flip vertically or
horizontally to complete the vertical
borders on both sides.

Save the picture as birthdaycardl.

R AR AR AR SR,

& 2R B 2R SR 2R A% 2% 2

(AT ATATAYE

LIATATS TR ATa TS

Birthday cake \

e Import another image, birthdaycake. jpg.

e Place it at the bottom centre of the picture.

e Save your picture as birthdaycard?2.

e Adjust the cake’s size so that it is about half
the height of the picture.

e Save your picture again as birthdaycard3.

e It is useful to save your picture regularly with
a new filename each time so that you have a
series of files to show the progress of
creating the picture.

LWL WL WL WA

& B B% 2% SR g 2% 2%

2
3
2
g
2
3
2
%
2
L

LIATATRTATATA

Present \

e Follow the steps below to draw a present box.

1. Use the rectangle tool ’E‘ to draw a rectangle

with sides about 3 cm high and about 2 cm

wide, at the bottom left corner.

2. Use 4 to select only the upper right corner of

the rectangle.

3. Copy, paste and place the copied image at the
top right side of the rectangle to form the frame

of a box.

4. Use the line tool ‘l‘ to join the corners to form

a box. Remember! Leave no gaps!

(1) T

2) - (4)




—

/ Learning Objectives: 1, 2, 3, 4

AN

Putting on ribbons \

e Use ‘;@ to fill the 3 visible sides of the
present box with appropriate colours.

e Select red colour and the thickest line
width.
e Draw the ribbons.

e Use 'ﬁ‘ tool with the brush shape E
draw a knot on top of the ribbon.

LW LW LW W

& B B A% FR AR 2% 2%

|

4

2

3

2

3

2

3

2

3

| A
LUA %

ATRTETATAT]

Duplicate the present\

e Copy and paste the image of the
present box.

e Move the pasted image to an
appropriate position above the original
present box.

¢ Reduce its size slightly.

e Paste another image of the original
present box to the right side of the
cake.

e Give it a horizontal flip. Fill the sides
with different colours.

¢ Make a duplicate of this image.

¢ Place the new duplicated new image
above the third present box.

¢ Reduce its size slightly.

e Save this picture as birthdaycard4.

& B BR PR SR 2R A% S

k)

. Ty
| ""Ai

1

-

R AR AR AR R,
AYATATAYE

Adding greeting words\

e Use the Text tool LAJ to write the
greeting “ Happy Birthday”

e Choose an appropriate font style.

e Choose a big font size.

e Adjust the greeting at the top centre of
the card.

e Save your picture as birthdaycard5.

% A% gk S PR gn gn gk
Happy Birthday
P &

-

LR TATATR TS Ui T

L

LW LWL W L W
& s wE ey e




25 POStel' \ / Learning Objectives: 1, 2, 3, 4

;: Poster \

¢ Create a poster with the theme
Clearance Sale.

e Before you start, you must try to think of
the final layout of your picture so that
you can work towards completing the
picture to that layout.

Stage 1 \

e Start with a blank full-screen drawing area.

¢ Create repeating patterns.

e Import an image, e.g. flower. jpg.

e Place it about 4 to 5 cm from the top border.

e Save your work as poster versionla.

- ¢ Use the stamp or copy and paste method to create
a repeated pattern. You can include symmetry.

¢ Fill the area above the repeated pattern created
with green or any other colour of your choice.

¢ Type a big title Clearance Sale on top. - aNERARERN

e Save your work as poster versionlb.

Stage 2 \\

o Use BREESLCURMN to import the image
shoe.jpg.
e Make a duplicate of it and give the image a
horizontal flip.
e Adjust the images so that they form a pair
, of shoes. Place the pair of shoes at the left
. side of the empty space below the title.
: o Fill the rest of the white space with green or
_»_ any colour of your choice.
7 e Type a big label 50% offlll.
e Save your work as poster version 2.

e You can either use your own scanned
images or images from other suitable

sources, or have your teacher provide
the images.

It is important that you save your work
in stages to show the development of

the poster.

¢ Follow the next few steps to draw the
free gift, ice-cream.
o Draw a small circle with a thick
outline.

o Erase about 10% of the bottom
part.

o Use the brush tool to draw a wavy
line across.




\/ Learning Objectives: 2, 4

AN

Creating an image \

e Use the line tool to draw two straight
lines to complete the drawing of the ice-
cream. Be sure to leave no gaps!

Use the spray tool to fill the ice-cream
part.
Fill the cup with suitable colours.

Final version

\

¢ Use the brush tool with a suitable
brush size to draw some lines on the
cup.

o Make 2 copies of the ice-cream and
paste them side by side with the
original ice-cream.

¢ Change the colour of the ice-cream to
violet and pink.

¢ Use the text tool and a big font to put a

label above the ice-creams. Use:

Free ice-cream for any purchase

' above RM100!

Save your final version as poster final

version.




Module 3
Exploring Spreadsheets

Learning Objectives

, Pass/
Student is able to: Merit
Enter labels and numbers into a P
spreadsheet
Enter and copy simple formulae P
Create a graph P
Modify data M
Use a spreadsheet to answer a M

modelled scenario (‘what if')




3.1 What is a spreadsheet? / Learning Objective: 1 \

Cells \

e Load BSELEEENSSE e ol - Boo -
e Ablank spreadsheet is displayed. |:E] fle Edt Vew Inset Fomat JTools Data Window Help - & X
(Rl aal -0 - BIZIUEE T A 2

13 ? i Ta ¥m iZ] g%] g% 1 o Reply with Changes... End Review,,.

Cell address

Row headings

Ok (WK

Spreadsheets are made up of
cells. Each cell has an address.
The address of this cell is E3.

IReady
Patterns \
e Putan X in each of these cells:
o A2 A3. A4 A5 E2 Microsoft Excel - Book1 =
o B2y C2’ D2, E2. F2 ‘&) Ble Edt Vew Insert Format Iools Data Window Help - & X
o B5,C5, D5, E5, F5 IS ‘6B ruUEE @A 2
y b b} y Az . ﬁ X
O F3, F4 AA B [ C D I E ‘ F [ _:_J‘

What pattern have
you made?

2 XK
|
i i ;
o] bt
j i i
! :
EEEEE
I

|—D‘moowcnmb-mm—‘

“ :;ﬁﬁﬁ\ Sheet1 ( Sheets / cheets / |4/ B ,ﬂjﬂ

Ready CAPS NUM

Columns and rows \

e Drag along a row.
e Drag down a column.

This is a column.

[ iAicm;on Lxcel - ﬁnok!
@Y g £ yow Lwet Fomet Jods D2 D
DEFRBRBE-F - @E-Hi @ - 2H 2 DFR SR BB-T - -
(a2 AR B & @ v i e L @2 @t g 9@ vk By

c1 - s 0
L ALLBL

E3 Microsoft Excel - ook (o
@) Bo E® Wow [t Fomat loos Das Window Heb Teanslate

[«

Ready




__/ 3.2 Autosum =

\/ Learning Objectives: 1, 2 \

Autosum

\

» Type a list of five numbers in column A.

e Tap et § after typing each number to
go to the next cell below.

e Click in cell A6.

e Double click the autosum icon Z .

e This will insert a simple formula
=SUM(A1:A5) for finding the sum of the
numbers from A1 to A5.

This adds the
numbers in
the column.

You can see
the formula

E3 Microsoft Excel - Book1

@ File Edt View Insert Format JTools Dsta
‘&= 7 adal 10 -1 B I
AB - & =SUM(AT:ADL .

A 1 B _i._.C_I
1 12
21 14
3 78
41 LT, -3 | S
5 | 39
B 2371
77 \
Eil
o
M ) d
W OV vi\sheet1 {Sheetz {Shesta /|
Ready

iy

Animal types

e Look at the animals in this set.
e Count the dogs, cats and birds.
¢ Complete the following table:

Animals
Cats
Dogs
Birds
Total

e Type the data in a spreadsheet
with the names of the animals in
column A, starting from cell A1 as
shown in the spreadsheet on the
right.

e Type in the number of each type of
animal in column B.

e Click in cell B4.

e Double click the autosum icon Z .
¢ What is the total number of
animals?
The total number of animals is

More additions

\

e Type in the numbers in columns C, D,
E and F as shown in the spreadsheet
on the right.

e Use autosum Z. to calculate the totals

E3 Microsoft Excel - Book1

‘&) Ble Edt View Insert Fomet Iook Data Window Help

DEH SR BAB-C - @z -3l W - 2FH 2

for columns C, D, E and F. = . ﬁczsur(m?) G S
e Write your answers below: %,gatSE* 4 R 13‘ 4213
L dpegs L
Animals C |DJ|E |F 3 Birds oo S8BT
4 |Total 1 .
Cats 41 8| 9(45 R I:! ““““
Dogs 7] 3[12]23 :
Eggﬁ 9,/ 5/2378 K "\ sheet1 {§hests {5hests / | Yebo ] »I_Ii
Ready NUM




3.3 Autofit \ / Learning Objectives: 1, 2 \

Football scores \

e The table on the right shows a list of

football players in one column. Players Score

e The other column shows how many Paulo Di Cario 9
goals they have scored. Joe Cole 2

e You can replace the names with Frank Lampard 2
those of the players in your favourite Frederic Kanoute 8
team. Trevor Sinclair 3

¢ Open a new spreadsheet and key in Total

the names of the players in column
A and their scores in column B.

Autofit \

e Do you notice that when you type the
numbers of goals in column B, the

names in column A are partly covered? ’ . ~N
* This is because the default width of the [k i KE ST Double click
first column is not wide enough. Dl &R e s s E7E [0 adjust
e Place the mouse pointer in between ' 5 8 the width of
the column heads of column Aand A B\ f 7 columnA
column B until it changes its shape 1 [Players _|Sée 1339 according to the
2 |Paulo Di C P '\ "\ longest name.
to*h . 3 loeCole TR |
o Double click the left mouse button and g E;Zg‘;m ‘ :
the column width will be adjusted & TTrovor Sine
automatically to fit the longest name. 7 |Total | TSRO SRS N
e You can also drag the mouse pointer i\ sheet1 { Sheste {heets /14 ‘ M
Ready NUM

b to the right or left to adjust the
width manually.

Total goals \

¢ Click to activate cell B6.

T . . E3 Microsoft Excel - Book4 l._"i”zj
¢ DOUble C“Ck the aUtosum icon = tO : Fle Edit V¥ew Insert Format Tools Data Window ﬂel- F X
get the total of goals scored. DR =2 c2 - BU =@ A
e You can also type the formula B . £ =SUMEIBS) S
manually: =SUM(B1:B5). A B. [ ¢ [ o | E |3
« Increase the number scored by Joe cadpricane 3 ? — |
Cole to 5. FrankLampard . 2— = \

Frederic Kanoute |/

1

2

3

Without doi thing, the total has 4 I z
* Ithout doing anytning 5 Trevor Sinclair Autosum or the
B
Nji

already increased automatically.
¢ Reduce the number scored by
Frederic Kanoute to 6.

e Has the total decreased
automatically?

Tatals 4 formula =SUM(First

1 Cell: Last Cell) can
neetlAShe=2 /Y only be used when
the numbers to be
added are in the same
row or same column. /

dg e, -




_er, / 3.4 Typing formulae

\ / Learning Objective: 2 \

An adding machine \

e Type 3incell A1and 4in B1.
e Click on C1 and type =.
e Click on A1.

+ 1
e Tap on the number pad (or tap

Shift +
1 Shi and LE

e Click on B1.

e Click ¥ (or tap
e Cell C1 shows the sum of A1 and B1.
e Change the number in A1 to 5 and tap

simultaneously).

i‘f the sum in C1 will change
automatically to 9.

E3 Microsoft Excel - Book5

(=1ES

@ Fle Edit View Insert Format Jools Data Window Help - & X

0 > % arl
C1 - fe =A1+B1

10 vB U EF A

A 1 B 1 C b | E 1 F

|
i»]

Nf—
!

i

i

w;mlmf»]m

H4rm |\Sheet1 £ Sheet2 ( Sheet3 / J ﬂr ,,,,,,,, | _’Jr

Ready NUM 4

Typing the formula \

e Type 6in cell A2 and 8 in cell B2.

e At C2, instead of using the mouse
pointer, you can type the cell addresses

directly: =A2+B2.

e Tap { to see the sum.
e AtD2, type =A1+B1+A2+B2 and tap

e D2 is the sum of all the fouf numbers in
A1, B1, A2 and B2.

Ed Microsoft Excel - Book1

@ File Edit View Insert Format Tools Data Window Help
H - B X
BEH SR BT o-z - @ - 2 EY
D2 v £ =A1+B1+A2+B2
oA 1 B [ c [ b T &
0T S+ S . | SO X |
4.1
5 L -l
PRI MT\Sheetl[gh?etz ZN heet3 /J J B oo
Ready NUM

Exercise \

o Write down the answers in the spaces
provided.

e Use the SUM function to find out the
answer for the following additions:
o 17+18=

o 23+55=
o 434 +259=
o 4699 + 8977 + 233 =

e Use the simple addition formula to
answer the following additions:
o 31+33=

o 126+43=
o 467 +344 =
o 2355+3412 + 7788 =

£ Microsofi Excel - Book1

@ Ele Edit Yiew Insert Fgrmat TJools Data Window ﬂelp
- & X
,DDE‘QQ‘%Q.”'.Z'\QWU/ - 2E?
D1 - A =SUM(B1.C1)
A_ | B ] C D Ex
1 : A 18 351 g
2 28 5Y
3 | L. 434 osel L
47 4698 8977 233 L
W4 >7\ heetl(shmﬂ_J | . !_lr
Ready NUM A

E3 Microseft Excel - Book1

Ele Edit View Insert Format JTools Dats Window Help

! - X
DEH SR BI vw- - g - 2@
D6 v # =B6+C6
A_|.B __1.C D | ES
6 N 3 33 64l . .
7 Lo 126 43 . i
| 8 467 344 : -
S 2355. 3412 7788
10 ’ .
K i"'viT\:eztieﬁﬁeﬁtﬁi;{‘é_ﬁé.’a_‘té_‘z_is‘hfsjelifa'].I a1 or

Ready NUM a4




3.5 More formulae

\ /  Learning Objective: 2

A subtraction machin&\

Click O to start a new worksheet.
Type 8 in A1 and 3 in B1.
Click on C1 and type =.

Click on A1 and tap
Clickon B1.

Click ¥ (or tap 0).

Cell C1 shows A1 subtract B1.

The formula used was =A1-B1.
Change the number in A1 to 10, tap

{ and the value in C1 will change to

E3 Microsoft Excel - Book6

File Edit View Insert Format Tools Data Window Help - & X
‘D, = -2 -2 - BUIZS @ A-?
C1 v fx =A1-B1

This is a subtraction
machine.

Exercise

7 automatically.

Use the simple subtraction formula to answer
the following subtractions:

23-5=

433-29 =

5897 — 3328 =

4566 — 987 =

10045 — 9854 =

110107 — 3786 =

(@)

(@]

E3 Microsoft Excel - Book1

- [5)x]

@ Fle Edit Vew Insert Format Tools Data Window Help = &
X
DR SR BS o -4 ilow - 2IEFEY
C1 v A =A1-B1
A | B c ] D | E T
1285 18l J
2 433 29 o
31 5897_ 33
4 45660 98]
51 10045; o
6 110107 3786 R T
7 i -
i < » M}\Sheet1 {Sheet? [ SheetSf |« I L|J—J
Ready NUM A

A multiplication machine

\

Click O to start a new worksheet.
Type 3in A1, 4in B1.

e Click on C1 and type =.
 Clickon A1, Tap - or L shif and
Jz § simuitaneously.

Click on B1.

Click ¥V (Or tap
C1 will give the product of 3 and 4 with
the formula = A1 * B1.

Change the value in A1 to 5 and tap

{, C1 will become 20
automatically.

B Microsoft Excel - Book7 [:J[_”_]
‘&) Fle Edt View Insert Format Tools Data Window Hep - & X
DR =« prial 10 +'B U E@A- »

& =A1"B1

C1 v

I

NUM

e
2

The computer uses * to
represent multiplication.
When you multiply
numbers, the answer is
the product.




/ \ Z Learning Objectives: 1, 2 X

How many legs? —\

e Click O to start a new worksheet. & Microsoft Excel - Book1 - B
. @ Ele Edit WVew Insert Format Tools Data Window Help -5 X
e Look pack at the picture of cats, dogs DRz cielnryEE@A
and birds on page 29. co . 5
e Make a table like this and enter the A | B |__C | D | E I3
number of animals in column C. 1 jAnmal  Legs . Numberofanimals Totallegs, . ... | |
. . 2 lcat i 4 . ‘
¢ |n column D, type the multiplication 3 dog N
formula to work out how many legs in g bird 2 . :
total for each animal. 20 R et et
WA n}\sheetl,(_eeg_j(sheeta 7 |«\8 };JJ—J

It is a common mistake to use * with the SUM function.
=SUM(A2*B2) is not a correct formula. A2*B2 is

sufficient for finding the product of the numbers in A2
and B2. SUM is used for finding totals only.

A division machine x

e Click O to start a new worksheet. B3 Microsoft Excel - Book2 X

° Type 24 in A1 and 3 in B1. @ Fle Edt Wew Insert Format Tools Data Window Help « &
. _ X

¢ Click on C1 and type =. DERGRIR S 0.z -8) @ oow - 2@

e Click on A1. C1 - A =A1B1

. Tap . c : D | E 3

e Click on B1.

% o Cell C1 shows the value of A1 divided

. by B1. _

¢ The computer uses
division.

Giving out sweets \

e Click ¥ (ortapl

8 is called the forward
slash or slash key. Do
not confuse it with the

instead of + for

e You have 120 sweets you want to give to
5 friends E3 Microsoft Excel - Book2
) B . Fle Edit View Insert Format Tools Data Window Help
e Set out a spreadsheet like this. -8 X
e How many sweets can each of your D@ SR BT o = o - 2:FE?
friends have? B3 v »
e Oh no! You have forgotten about your best A 1 B Sy
friend Sitil The sweets should be divided 1 {Number of sweets 120 -
. 2_|Number of friends ‘ SHEP Y
by 6 instead of 5. 3 |Sweets for each friend I(‘, i
e How many sweets can each of your 4 | ﬁ?\ P IN
friends have now? IR I a1
o If you have 847 sweets and 7 friends, use =2 You will need to ey o
column C to find out how many sweets you use a dividing '
need to give to each of your 7 friends. formula.




3.6 Survey

\ / Learning Objectives: 1, 2

N\

Survey

\

[ Ask your \

COmics
friends sweets
how many cDs
of these cinema
things they fares v
would like magazines
to spend
money on
each

week.

Enter the information on a spreadsheet to see
how much pocket money your friends need.

E3 Microsoft Excel - SURVEY.xls

@ Fle Edit Yew Insert Format Jools Data Window Help -~ 8 X
DEH SR LB-L -z 53w - 2IE?
B9 v i
AL B [ C 1] =
14 ... .. JM . REFEYA KHALI
2 [comics 1010
.3 _isweets 14 0
4 |CDs 5 .40 .5
5 ldnema 5. .25 . -
6 _|fares, o100 s 28 o
7 _|magazines: 25 20 : P
8 . ; . i
(o JTotal [
TR v\Sheet1 { Sheet2 / Sheet3 / | LH—]
Ready NUM J

Copying and pasting formulae\

In cell B9, use £ to find the total money
needed.

You can easily copy the formula to other
cells without re-typing it.

The cell references will change
automatically when the formula is placed
in a different cell:

o Click on cell B9.

Click .

Click on C9 and click ==.
Click on D9 and click ®=.

Click on E9 and click &

o O O ©O

E3 Microsoft Excel - SURVEY.xis
': Fle Edit Yew Insert Format Tools Data Window Help

DERH SR 2BR-<T - 24 3 o - 2E?

-8 %

B9 - A =SUM(B2:BS)

A

\lO)O'I-B!(DN—\

5‘«:00

W < » W\Sheet1 { Sheet? { Sheet3 /

Ready NUM A

Copying by drag and drop \

You can also copy formulae by drag
and drop.

Click on the cell with the formula that
you want to copy.

Place the mouse pointer at the bottom
right corner so that its shape changes

to +

Hold down the left mouse button and
drag to the cells into which you want to
copy and paste the formula.

Release the mouse button.

E3 Microsoft Excel - SURVEY..xls Y/{=1(Ed

Fle Edit V¥iew Insert Format JTools Data Window Help -8 X

DR SR 2B - - 285w - 2E?
B - A =SUM(B2:BS)

P 8 | ¢ [ b [ -] 73

JIM REFEYA | KHALID | LING

Total ] 695, o110 1807 - 100)

5 [© [0 ~O g o N =

&N

i« < » »\Sheet1 {Gheet? {Sheets 7 ]ad ‘ |

Ready Sum=439 fium /4




—/;.7 Drawing graphs \ Z Learning Objective: 3 \

Column graph \

e Draw a graph showing what Jim

Spends his pOCket money on. Chart Wizard - Step 3 of 4 - Chart bptions

e Highlight A2 to B7. -
Titles I Axes | Gridlines l Legend | DataLabels | Data Table!
e Click m Chart title:
]Jim‘s pocket money spending Jim’s pocket money spending
e Choose the column graph. Cateqory () o
e Click to go to step 2. H’u:e(:‘;xis.
e You will then be shown a preview of " ot
the gra oh. Second categary (X) axis:
(] C“Ck a - tO gO tO Step 3 Second vahes {Y) aus:
 Write a suitable title for the graph. |
The title should be related to the
data that you want to display. e | <o |t ] o
Completing the graph\
e Give the x-axis and y-axis a suitable [ . — _ H
label each. Jim's pocket money spending
e Click to go to step 4. ol
£ H H W) E 20 4
. l;|ace the graph ‘As object in:’ sheet E o as.mm
. < 10 -
e Click __8nish__|, X 7
e We can still make adjustments to the & & T & E
graph, like changing the font size and ° ) &
font style. ftems
« Enlarge the graph horizontally so that = =
the labels of the items are aligned Jim's pocket money spending
horizontally. BT
e Make sure that the labels for all 6 51
items are shown clearly. £ 27 .
e Click on the title. Change its colour to i :2 ; [mseree)
red, font size to 14 and font style to 5
——under“ned o comics sweets Cbs cinema fares magazinas
e As we do not need the legend which ttems
only shows the meaningless ‘Series 1,
click on it to select and then tap F e vocket »
C— Im $ poc money spe ng
L) i
L‘—Eﬁ to remove it.

e Save your worksheet as expenditure.

comics sweets CDs cinema faras magazines
Items

| J




/ Learning Objective: 3

Pie chart

L

e Instead of a column or bar chart, you

Chart Wizard - Step 1 of 4 - Chart Type

can also use a pie chart to display the ondord Types | custom Types |
i nfo m atl O n. Chart type: Chart sub-type:
e Go back to sheet 1 and highlight the Chel -
same data, A2 to BY. e
o Click &8, e
¢ Choose Pie for Chart type. Fonde
e Click the middle type of the first row B sutce
of the Chart sub-type to select a 3D iz stock ~
ple Chart ‘ rie with a 3-D visual effect.
e Click to proceed to step 2. |
Press and Hold to View Sample
@] Cancel ] = Back ”uexTI Einish ‘

Steps 2 and 3

\

Chart Wizard - Step 3 of 4 - Chart Options

e A samile is disilayed in step 2.
e Click to proceed to step 3.

| Legend | DataLabels |

gy Chart title:
Chart Wizard - Slep 2 of 4 - Chart Source Data @Ix] m Jim's pocket money spending
D‘*’»R"’ | senes | Catsqory () axis:
Ttems
@ comies Yalue (¥ avis:
:;:“ Amount
O cinemna
mares Sezond category (o) axiz:
Second value () ads
Data range:
Seriesin: T Rows
& Coumns @] Cancel l < Back | Next > I Einish |
. - i
e Type the chart title as Jim's pocket
al oot | <o [ ma> | _pen | money spending.

Data labels

\

e Click Datalabels | o open the data
labels folder.
e Check on Percentage and Show

Chart Wizard - Step 3 of 4 - Chart Options

Titles lLegend Data Labels

leader lines.
Click to proceed to step 4.

If you show the
Category name,
then do not show
the Legend key.

jLabel Contains
{ I~ Series name

t
} r Category name
!

i T value

Separator: ] > I

T Legend key
[¥ :Show leader lines

Jim's pocket money spending

Cancel




\ / Learning Objective: 3

AN

Interpreting the graph\

Place the chart in sheet 3.

Without referring back to the table of
data, based on the pie chart created,
Jim spent the largest portion of his

pocket money on which of the items?

What can you say about the amount
he spent on fares and comics?

| B LJ

Jim's pocket money spending

Ecomics
W sweets
oCDs

Ocinema

mfares
@ magazines

14%

Changing colours \

[ ]
the segments of the pie chart.

To change the colour of the segment
representing fares, click once
somewhere on the pie chart. This will
select the entire pie.

Click once again on the particular
segment of which you want to
change the colour.

Double click again on the same
segment to get the colour scheme.

You can change the colour of each of

14%

21%

14% 7% (%

21%

7%

7%

Colour scheme \

@

(X

Format Data Point

Patterns l Data Labels l Options |

rBorder
* automatic

" None
€ Custom

Style: A I
Golor: I Automatic I
YWelght: v ]

Area

" Aytomatic
" Nong

| 1T B4

EREE
OO@Em

DhEw
CEEN

!
i

;
HR
| B |

oo
@0

Fll Effects. ..

~Sample

| |

Pick the desired colour and click

e Save your work again.

14%

21%

14%

x|

Cancel

7% (%




\ / Learning Objective: 3

More graphs

\

e Draw a column chart to show Khalid’s
weekly expenditure.

e First highlight the items comics,
sweets, etc.

e Hold down |
for Khalid.

e Click 1] and choose a 3-D column
graph.

e Write a suitable Chart title and label the
x- and y-axes accordingly.

¢ Uncheck Show legend.

¢ In step 4, place the chart ‘As new
sheet:’ Khalid.

e Save your worksheet using the same
file name.

e Print a copy of this graph and glue it in
the space below.

e Draw similar charts for Refeya and
Ling.

4 and highlight the data

Do you know why the
graph for Refeya does
not show any column for
sweets?

E3 Microsoft Excel - SURVEY .xls

@ Ele Edit Yiew Insert Format Jools Data Window Help -8 X
DFEH SR BR-T v- = 4% @ - 2iu?
D2 - A 10

A [ B [ ¢ | D | E [ 3
1
-

W 4 » n\Sheetl {Sheetz £ Shesta / 14 ‘ | ol

Ready Sume=160 NUM 4

30*40)'01'.&0)'\)_\

% Asnew sheet: lﬁahd
" &s ghject in: ]Sheetl E_i

Cancel ’ < Back J Hext = | Einlsh |

Glue your column
chart here. It is all
right for you to

cover me.




} / 38 More graphs \ /  Learning Objective: 3 \

Another pie chart \

e Draw a pie chart to show what Ling spends

i B3 Micrasoft Excel - SURVEY .xls
his pocket money on each week. icrosoft Exce .

R . i R . i@ File Edt View Insert Format Tools Data Window Help -8 X
o First highlight the items comics, sweets, DEH SR BB-F o-is 42 @oe « 2 U2
etc. E2 - £ 10
LA [ B 1 ¢ [ b T E [ 3
f o (1 JM  REFEYA! KHALID | LING -
¢ Hold down l—= and highlight the data for 9 |comics 10, 10: 1010
Lin | 3 S : 10 2: .~
g. 4 |CDs ;
e Click ¥ and choose a 3-D pie graph. o
o Write a suitable Chart title. ; : :
e At step 4, place the chart ‘As new sheet:’ W4 ¥ W\sheet1 (Shest2 £ Sheeta £ K /|4 |
. Ready Sum=100
Ling.
° ?ave your WorkSheet USIng the same Crhart Wizard -vSlep 40f4- Crhart Location
filename.

Place chart:

¢ Print a copy of this graph and glue it in the
space below.

e Draw a pie chart each to show how Refeya
and Khalid spend their pocket money each _
week. @ Cancel | <Back et > | [ Eosh |

¢ Do you know why the pie chart for Refeya
has only 5 segments?

.l ¥ Asnewsheet:  |Ling

 Ascbjectin  [Sheet! ]

Glue your graph
here. It is all right
for you to cover me.




L__/ 3.9 Completing data

\ / Learning Objectives: 4, 5

AN

Completing data \

The school Science Club wants to raise
funds for their annual activities by taking part
in the school food fair.

The club’s target is RM500.00.

Open the MS Excel file budget.

Complete the list of items.

Fill in the quantity column in the table based
on the quantity given.

Save the file as budgetl.

Item Quantity
Cola 96
Lemonade 96
Orange juice 96
Mineral water 120
Burger 50
Fried chicken wing 100
Cake 30
Fried noodle 50
Watermelon 50
Papaya 50

Calculation \

e The cost price for Cola is its unit cost o
price x quantity.

e Click on the first cell under Cost Price o
(E4) and tap =.

e Click on the first cell under Unit Cost o
Price (D4).

o Tap™. * °

e Click on the first cell under Quantity (C4).

Click ¥ ortap

Copy the formula from E4 to the rest of .
the cells under Cost Price.

You can type the formula
=D4*C4 directly in cell E4.

The sale for Cola is its unit selling price
x quantity.

Click on the first cell under Sale (G4) and
tap =.

Click on the first cell under Unit Selling
Price (F4) and tap *

Click on the first cell under Quantity (C4).
You can also type the formula =F4*C4
directly in cell G4.

~ Click ¥ ortap :
Copy the formula from G4 to the rest of
the cells under Sale.
Save your worksheet again.

Target

Profit for selling Cola is the difference
between the cost price and the sale

3 Mice

solt Kxeel - budget 1

(H4=G4—-E4). %BE;W Sor e Famat Dok e gk 15 Mun.emr = .’~ »5 R
CE . 100% . + Aral - Iy EEAR 4
Click on H4 and tap =. " T - S ——
Clle on G4 and tap - (the minUS Sign). ; EudgetfurFoudstaIlTr{n{SchoolFoodFalr 7 : S . “”
. iNo. ‘tem ‘Qu :Unit Cost Price ;Cost Price -Unit Selling Price :Sal Prof :
Click on E4. : 1.Cola amgye ' ﬂPO-sO?. Sl7@::8;_ n .‘" ’ 14_5;.,a,e144.-99,_.g‘720"
5. 2Lemonade 9% 075 7200 1.50° 14400 72.00;
Click ¥ or tap S oimm R R wome o
Copy the formula to the rest of the cells Ty S o v A e ol ope]
under PrOflt 10} 7Cake 30, 0.25 7.50 080, 2400 1650
1) 8Fried noodle 50 050 2500 100 5000 _ 25.00:
Use the SUM function to find the total 2. 9 Walemeion S 030 1500 . 080 4000 2500
13 10 Papaya 50 020 10.00; 080  40.00__ 3000
cost price, total sale and total profit. [« w0 o ose stoo[saizgl
Can the club achieve its target? s 2 =

Save the worksheet using the same file
name.




e / 310 What If \/ Learning Objectives: 4, 5 \

Change data \

¢ |t was found that the unit cost prices for
some of the items were wrongly quoted.  peym—G——_—I-

e The correct unit cost prices are as Do o b e D e e s
fO”OW' [~ R D100% - haial ""BIL!E¥EE oA

o Burger - RM1.50
o Fried chicken wing — RM0.85
¢ With these changes in price, do you
think the club can still achieve the 71 aMneiwater 20
target of RM500? i 00
 Adjust the unit cost prices as above. oo ot
e Save your adjusted spreadsheet as Bt T T
e Was your prediction correct?
Actual sale \
¢ During the actual fair, what if some of the

_ ‘Quantity Unit Cost Price ;Cost Price Unit Sefing Price Sale | Proft

8Frednoodle | 50
W43 N\ Sheetl { Sheet2 { Sheet3 ]
budget2. e B

items were not completely sold? ltem Quantity Sold
e Do you think the club can still reach the Cola 90
target of RM5007? Lemonade 88
e Insert a column in between columns E Orange juice 80
and F: select column F. Click set on Ig/llneral water 1;(1)
di Columns urger
o the menu bar, then select ' . Fried chicken wing 08
bal e Enter the column head as Quantity Cake 25
&
o Sold. _ Fried noodle 48
_ e Enter the quantities sold in this new Watermelon 44
v column F.
T . Papaya 45
‘ ¢ You will need to change the formula for Pay
Sale.
e The formula for Sale for Cola is now e
quantity sold x unit selling price. @R @z
e Copy this formula to the rest of the cells ‘;‘“s'u‘a;-i';sr'ﬁasi'@a‘szai-i%saé‘r'a‘«'“'?i":‘:5::'55"',:"tt"
in column H. o O A i
e Use the SUM function to find the total o "7:%“: 2 i i 3 o § ;33
actual sale. B - T+ et et 1]
e Was your prediction correct? Low e
o Draw a column chart to show the profit I I T
for each item. e — =

¢ Place the chart below the spreadsheet.

e Save your work as budget3. Give your graph a proper
e Based on the graph, which item has the title and label the x-axis

highest profit? and y-axis accordingly.




Y’/_/ 3.11 Evidence

\ / Learning Objectives: 4, 5 \

Formula \

Open budget3 if you have closed it.
You can show all the formulae that you
have used in this worksheet as evidence
that you have done the worksheet
correctly.

Click [ Tooks |

Click ‘ gptions... l
A dialogue table is displayed.

Click the . Yeew folder.
Under the section Window options  check the

option Formulas: ™ Fomulas

|

Note that instead of the calculated values,
the formulae are now displayed.

As some of the formulae are longer than
the default column width, you need to
adjust the column width.

Save this version of your worksheet as

budget4.

I~ Startyp TaskPans ¥ Formola bar
[«

Color l International ] Save ! Error Checking | Speling i Securkty ]
[:V!gé"}! Calcudation ! £dit } General { Transition ] Custom Lists I Chart ]
GROWE = n me tms i s ot ot s i . ot o 11 s e 0

¥ status bar ¥ Windows in Taskbar

€ Hors € Comment [ndicator only 1% Cogyment & indicator
bELS

# Show gh  Show placehoiders ™ Hide all
Mapmns P — N —

Paga breaks ¥ Row B.column hgaders ¥ Horlzontal scroll bar
W Qutine symbols W yerticelseroll bar
e ¥ Zero values ¥ Sheet tabs
Gridlines golor: m
Cancel

Printing \

Print a copy of budget4, showing all the formulae used.

Glue the printed page on this page.

fue your printed copies here.\]

G
Zdon’t mind if you cover me!




’ / \ / Learning Objectives: 4, 5 \

More printing \

e Print budget3, showing the worksheet and the graph.
» Glue the printout on this page as evidence of your hard work.




Module 4
Exploring Databases

Learning Objectives

Student is able to: F;Aa;r?{
1 | Add new records to a data file P
2 | ldentify field types P
3 | Use ‘equals’, ‘more than’ and ‘less P

than’ in searches

4 | Re-phrase a given questioninterms of | M
search criteria

5 | Interpret data M




| /__/ 4.1 Exploring databases\ / Learning Objective: 1

AN

What words mean \

Data is information.
o The ages of your friends are data.
o What food you like best is data.

A database is a collection of data.
Your list of birthdays for friends is a
database. Your teacher’s class register
is a database. You can use Microsoft
Access to make a database.

Fields are the headings under which
you put data. You might want to collect
data about pets. The number of legs
might be one field. Their weight might

A record is a set of data about one
particular thing or person. In a
database about people in your class,
each record would be given the name
of a person in the class. In a database
about dinosaurs, each record would be
given the name of a dinosaur.

A file is a collection of records. All the
records of people in your class might
be called ‘Class 5A’. All your dinosaur
records might be called ‘Dinosaurs’.
The file name is the name you use to
save your computer database.

Test yourself

be another field.

Check that you understand the words by filling in these

blanks.

Jim Kelly had some d _ _

hisdat_ e on paper. Then he put it on the
computer. He made itintoaf___ _ called ‘Travel’. This
f__ _hadre

Eachrecord hadaf

re_  _.Whenhesavedhisf__

he called it ‘JKtravel’.

a on ways to travel. He wrote

of all the different ways to travel.
_ called ‘Number of wheels’.
It was difficult for Jimto fillthatf _ ___ in the jumbo jet

in the computer

Microsoft Access .\

Click

Cl;ck - Microsoft Access

Click %

Select the file survey

e
Places Files of bype:  [microsoft Access

nm
[




\ / Learning Objective: 1

/ 4.2 Database basic

Look through the records \

Click

Farms

¢ Double click on
view an individual record.
i survey : Dal;t;ase F(Ac::ess éoué fite format)
i goen B, Dosion HNew . X 2
i _0’{1“3_4 {B] " create formin Design view
% Tables 25@ Create form by using wizard
E & Queries : o M Frm_survey
. a Reports
é ﬁ Pages
E 8 Macros
£ modes

I SUPYEY
Frn_survey to

|
3=
i
I

February
Chips
ue

121 ¢m

Reord: 14 l 4 ” 1 » I ) |HH of 32
— e ssrs——

Look at the file

\

Present record number New record

First record

lRecord: H“ 4,1 V "3“‘

»ki of 32

\

Next record

Previous record

Total number of records

Last record

Viewing records

\

« Click 2! until you get to record number 10. | * How tallis the child?

¢ What is the name of the child?

e What is the child’s weight?

¢ How old is the child?

¢ In which month was the child born?

e Is the child a boy or a girl?
R e What is the child’s favourite food?

* Whatis the child's eye colour? « Can the child roll his or her tongue?




v

/’/ 4.3 Tables \ / Learning Objective: 1 \

Spreadsheet format \

¢ You can view the records in the
spreadsheet format.

e Click Tables

Click & = — . _
Use this format to find out if these are True |l il
(T) or False (F). j , # A e
. : Obijects : § Create table in Design view
O Sam 1S 7 years Old ........................ m @] Creste table by using wizard
o Julia has brown eyes.................... | | e ?‘@ S
; F& Forms Skl
o Nicholas likes fish........................ :] R Repots
. E Pages i
o Kate is taller than 140 cm............. :l |
o Rose was born during Christmas.::l A Moddes
. Goups
o Christopher has brown hair.......... :] L@ Favortes ||
o Jane cannot roll her tongue .......... I b : —

B thl_Survey : Table N N N B

Hair colour | Height | Weight | Birthday Food Ro!ltungue
»| dsaly  7Female hazel  far 121 27 Febrary  Chips ' ’

20:Aprit .Fish '
| - Roasted chccken o
_Roasted chicken, B
5 Andrew  |Beef
6 Matthew _ JFsh oo B
7 David Chips M.
8 Julia i 123 teumy 0 o
9 Philiipa  far 133 28.December Chips M
40 Nicholas Male brown  far | 126 28October Beer O 4
Record: j ][““‘““‘ > |>| paej of 32
Adding new records \
Click **. Name: Morris
If you are still in the spreadsheet Age: 8
layout format, you will be brought to
anew row. o Sex: MG‘Q
¢ Ignore L Eye colour: black
number will be inserted Hair colour- fair;
automatically by the computer once _
you have completed the data of a Height: 120 (cm)
new record. Weight: 29 (kg)
e Type the new data under the . i
appropriate column headings. Birthday: September
¢ Do not enter the units for Height Food: Chips
and Weight. Roll tongue: Yes




_ﬁ’r—‘;’ /

\ / Learning Objective: 1

AN

More new records

Add two more records.
Click B to save the newly added records.

Name: Bernard

Age: 9

Sex: Male

Eye colour: brown

Hair colour: fair

Height: 133 (cm)

Weight: 31 (kg)

Birthday: December |
Food: Ice-cream i
Roll tongue: Yes

Name:
Age:

Sex:

Eye colour:
Hair colour:
Height:

~ Weight:
- Birthday:

Food:

i Roll tongue:

Maimunah
10

Female
black
black

125 (cm)
28 (kg)
January

Roasted chicken

No

Using form for new records \

You can also add in new records using form.
If you are not looking at the Database

Window, clicking will bring you to it.
Click L8 _Forms | then click B [ ;

Click b to get a blank form as displayed.
Interview 3 friends and fill in their particulars in
the blank forms on this page.

Use these data to add more records.

Just like when you were using spreadsheet

layout format, ignore (AutoNumber i

Fill in all the fields on-screen and click o o
save the newly added records.

8 frm_survey

| Record: WA o [pirs]of 33

& frm_survey

T _SUrvi

Rd: M{(” 33 &!Nli%lof:ﬁ

e




7/,_/ 4.4 Evidence of work done\ / Learning Objective: 1 \

Evidence of adding new records\

s After you have added the 6 records, if you are using the form, change the view to
spreadsheet layout format so that you can see all the 6 records you have added.

¢ Do a snapshot of the 6 records added. Paste the snapshot in a new MS Word document.

o Save the document as NewRecords.

e Print a copy of NewRecords and glue the hard copy on this page as evidence that you
have managed to add 6 new records.

Glue your
printed copy
on this page.




1

.
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. /" 4.5 Records \ / Learning Objectives: 1, 2 \

Delete record \

s Before you delete the record you must
select the record to be deleted.
o If you are using form, display the You are about to delete 1 record(s).
record before you delete it. ‘_!S 1f you dlick Yes, you won't be able to undo this Delete oparation,
o If you are using Spreadsheet layout, Are you sure you want to delete these records?
place the mouse pointer at the record

Microsoft Access

to be deleted.
¢ Select the record on Morris that you Yo

. . . In spreadsheet layout
added in the previous exercise. format, you can highlight

o Click m more than 1 record and
¢ A warning message will be displayed. click on rﬁto delete all

e Click L to confirm. \{he records highlighted.
¢« Delete one more record: Bernard.

Field types \

e Every field has a specific field type for a specific

B Survey : Table

=Y

purpose. Cl p— >

o AutoNumber:  generates numbering S
automatically. m[

o Text: most common and used for text- i,
related fields.

e Number: important when calculation is
needed. Gone | ok |

e Date/Time: date-related field. o

e Yes/No: for specific Yes/right or Dotk Yo
No/wrong answers only. Vet T

e Currency: for inputting currency. ﬁgmngm i

e Alphanumeric: mixes numbers with alphabetic Uncote Conpressen  Yh5
letters (e.g. name and address). e sertence Mode __ Nane

Invalid data \

Microsoft Access

.- The value you entered isn't valid for this field.
Q) For example, you may have entered text in a numeric field or a number that is larger than the FieldSize setting
permits,

e If you have entered data of the irrelevant field type, Microsoft Access will prompt a
message as shown above.

e Click

to re-enter the relevant data.




/ Learning Objectives: 2, 3

dentify field type \

|D| Name ]Home town | Pocket money [ Number of Brothers&Sisters|Age| Number of pets | Right handed | Joining date
P| Braymond  ‘Lawas . RmepO 3 16 M 03032002
| | 2Peter  pon . RWsDo0 . 5 20 o O  otosoos
| | 3Mary  london . RWBOOO. 2 15 & O . o3oie00
| | 4Knalid  Malacca  RM33.00 2 17 o M 06/06/2001
| SMunah  Jakata  RM1500 0 6 18 o2 Mo ogtzoos

o Name — Text

o Home town —

o Pocket money —

« Identify the field type of each of the fields used in the table above:

o Age-

o Number of pets —
o Right handed —

o Joining date —

o Number of Brothers&Sisters —
Finding records

\
o Click ﬂ

e Tofind children that are 133 cm tall, type
133 (without ‘cm’) in the field Find What:

e Check that the LookIn: field contains the
file name Survey.

e Click |_Endhext |

e The first record meeting your find criteria
in Find what: will be displayed.

o Click L.EMNeX_ {15 continue to look for
records.

o A message will be displayed if there are
no more records meeting your criteria.

Find and Replace @I

Find I Replace |

Findwhat:  [133 ~]
Cancel
Look In: Survey w [
Match: ‘Whole Field v
search: All -
[~ Match Case |7 Zearch Fislds 4s Formsthed
Microsoft Access X

»
. | ) Microsoft Access finished searching the records, The search item was not found.

Be accurate

\

¢ In the above example, a child with
weight 133 kg will also appear as part
of the result.

e To be more specific, you can first click
on the field that you wish to search
through.

e After typing the criteria in Find What:
ensure that the appropriate field name
appears in LookIn:,

e Click [ EindNext_
records.

¢ You must be accurate in writing your
criteria in FindWhat:

1 to start finding the

Find and Replace

Find ] Replace
Findwhat:  [27 ]
. Cancel
Look In: @ii v
Match; ‘Whole Field v
Search: All v
I~ Match Case IV Search Fields As Formatted

e If you are finding names, ensure that the
names that you are typing are correct.
¢ You will not find Matthew if you type

Mathew, missing a ‘1.

»*




\ / Learning Objective: 3

AN

Create query

\

e We use query to find records with conditions.

—
¢ Click to go back to the Database Window.

e Click Queries
e Click .
e A Simple Query Wizard will be displayed.

Create query by using wizard

¢ Make sure that under Tables/Queries, the table

selected is tbl_Survey.
e Click _3"2_] to select all the fields.

e Click L.lext>

to continue.

Simple Query Wizard

Which fields do you want In your query?

‘ou £an cheose from more than one table or query.

Selected Fiskds:

e Next > Einish

Simple Query Wizard \

¢ Check to see that all the fields appear
in the box under Selected Fields:.

e Click L.Y>__{to continue.

Which Falds do you want In your query?

Yau can choasa from more than ons tabls or query,

Tables/Queries

"able: tbi_Survey - [

Avalabls Fialds:

Next > Einish

s Select
o ggetail (shows every field of every record)

Mext »

e C(Click to continue.

Simple Query Wizard

would you like a dutall or summary quary?
& p&ai%msewyﬂeldofmruom) 1

Cance) <Back Next > Firish

Final step

\

o Use the default query name tbl_Survey
Query for the question What title do
you want for your query?

e You can change the query design later
on.

¢ Select Open the query to view
information.

o Click LE0"
information.

e You will get all the data in the format of
a spreadsheet. .

to view the

Simple Query Wizard

what title do you want for your query?

That's all the information the wizard needs to create your
query.

Do you want to open the query or modfy the query’s design?

& Open the guery to view information.
€ podify the query design.

™ Display Help on working with the query?

Cancel 1 < Back HEt | Emsh I




\ / Learning Objective: 3

AN

View data \

e The result actually included all the records because we did not set any criteria on the

query.

e Once the criteria is set, the result will show only the relevant records.

b 2y O elect Que

i 7iMale  brown  far 0 111 28 August
_8Male  hazel  black 123 26 January
. 7Male bown  plack 121 25'May
© BiMale

. _hazel  black 122 28y

7 emale “brown i
_8Female ‘hazel far
7iMale  brown  .fair
male ‘brown  .black
12i Thomas 8 Male . brown biack

Record: ii 4 H M ]Mé} of 32

.28 Decembgr

.28 nuaryA
127 27 July

_Beef .
_Fish

blug  iblack | 183 22uy i
‘Chips

125 2@Cctoer  Beef |
Roasted chicken,

0
No Name Age | Sex | Eye colour | Hair colour | Height | Weight | Birthday Food Roil tongue |~

> Msawy | 7Female hazel  far 121 27 February Chips. ‘
_2Aex . T:Male  ibrown  Cbrown 100 20.April  (Fish

Roasted chlck n
. Roasted chicke

OROROROREORE

Chips

Criteria \

b~ -
Click == = to go to the design view of the query.
In the row Criteria: | under the header & type fair.

Field: Name Age Sex Eye colour 'Haifcolour |Halght i\gght Birthday #ond Roll tongue o
T;:at.: bl Survey thi_Survey tbl_Survey tbi_Surve: tbl_Surve! bl Survey thl_Survey tbl_Survey th!_Survey thl_Survey | =
ot : : P4
_ R
]
e Click *
e Alistof the data for those with fair hair colour will be displayed.
¢ The total number of such records is shown at the bottom.
b 4 Q -
No Name Age | Sex | Eye colour | Hair colour | Height | Weight | Birthday Food Roli tongue |~
28 ? Female ‘hazel  'far 121] 27 February | Chips 1 :

16 Robertson 9'Male  brown " 261 February

A7(Claire
_1BRose .

10/ Female lhazel  grh— 148

20 May
28 December
33 November

;Roasted chh:”&;en»
Bset‘ )

B

| Record: | 1 H““‘“‘_f v »

There are 1 7 children
with fair hair colour.

e
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More queries \

P
e C(Click ¥ . Delete the criteria fair under the Hair colour column.

» Type February in the criteria under Birthday and click !
o How many children were born in the month of February?

o Write down the names of all the children who were born in February.

e Change February to May. How many children were born in May?

Search for height \ Search for weight \

Which children are 111 cm tall? Click B ¥ to change to the query
To find the answer, we must first identify design mode.

the crit.erig_ . e Hassan's weight is 28 kg.
* The criteria is height = 111 cm. e Find out how many of the children are
e Click ke ~ to change to the query lighter than or the same weight as
design mode. Hassan.

First identify the criteria.

e Type 111 f iteri der Height.
ype or criterla Uncer Hetg ‘Lighter’ means ‘less than’, so we use

* Do not put any unit for 111, the symbol less than < here.

8
* Click *. . Instead of typing <=28 for the criteria
e This will run the query and display all under the column Weight, you can

the children having height = 111 cm. type 28 under the column Weight in

o Write down all their names below: the Criteria: row and type <28 under
the column Weight but in the or: row.

LisRAm. Ol

N

Y

Click ! to find the answer.
Which children are taller than 160 cm?

Here we can use the symbol greater e
i than > for ‘aller’ &8 tbl_Survey Query : Select Query = 18] X]

} . Ciick B~ to change to the design
: mode again.

¢ Replace 111 with >160 and click '
o How many of them are taller than 160

=> is not a correct syntax.

cm?

| . . ]

¢ Replace >160 with >=160 and click * . :
i Field: [Height Weight Birthe 2
1 e The result should show all those who Table: [tb] Survey bl Survay b 51
i} are exactly 160 cm and those who are Sort: _

taller than 160 cm. @g; L ‘

i . . [ | % fezg N, &
I * Replace >=160 with =>160 and click * . — ¢ i 5

"' * You will get an error message because

i



/ Learning Objective: 4

AN

Search for food

\

¢ |s your favourite food on the list?

e Click ﬁ ¥ to change to the query
design mode.

e Search for others who like the same
food as you.

e Find out how many children like chips
or fish.

e How many of the children like curry or
beef?

Hair

\

These are the colours of the hair of the

children in this survey.

black blonde brown
dark brown fair red

Find out how many children have black
hair, brown hair and dark brown hair.

Putting two searches together \

¢ How many children are 144 cm tall?

e How many children weigh 26 kg?

How many children are 144 cm tall and
weigh 26 kg?

o Click -ﬁ ¥ to change to the query
design mode.
Type 144 for criteria under Height.
Type 26 for criteria under Weight.

o Click ¥ .

o Save the query as QHtWH1.

Make up other searches

\

¢ How many children with blonde hair
also have brown eyes?

e Save your query as query?2.
e Who are the children that were born in
July and can roll their tongues?

e Save your query as query3.

¢ Do any children with black hair
also have blue eyes?

e Save your query as query4.

For Yes/No field,
you only have to
type YES or NO!




[
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e

Wiel]

~

Return the coat

\

¢ Find out who lost a coat.

e A coat was found.

¢ In the pocket the teacher found:
o An ice-cream wrapper.
o A birthday card posted in May.
o Agirl’s hair band.

¢ Create a query to find out who lost her
coat by identifying the clues found by
the teacher.

e ‘Anice-cream wrapper indicates the
owner likes to eat ice-cream.

e ‘A birthday card posted in May’
indicates that the owner’s birthday is in
May.

e ‘A girl’s hair band’ indicates the owner
is a girl.

e Based on these criteria, find out who
lost a coat.

¢ Save your query as FindCoaft.

Return the shirt

\

¢ Find out who lost a shirt.
o It had curry on it.
o Inthe pocket was a star sign chart
for December.

My favourite
food is curry!

¢ Identify the criteria.
e ‘It had curry on i’ indicates the owner’s
favourite food is

¢ ‘astar sign chart for December’
indicates that the birthday of the owner
is in

e Save your query as FindShirt.
¢ Run the query and identify the owner:

Sort the records

AN

¢ Open the file survey again.

¢ Open the table tbl_Survey.

¢ Place the mouse pointer on any of the
names.

e Click Retords

e« Clickl__Sot ]
e Click 84 sotascendng |

¢ When you look through the records
now, they are in alphabetical order:
Alex, Andrew, Betty, Catherine etc.

Chips

=] able {1
Mo Name Age ] Sex | Eye colour| Hair colour | Height | Weight | Birthday Food Roll tangue |~
v @B  7Male bown  brown 100 20Apdl  Fish | B
26 Betty dark brown 15 Fish 8
: |

.26 Christopher
A7 Claie :
19; Dani 11;Male  ;brown

Record: M| < I 1 » | o1 b of 32

1,0‘Fema!€fh9,29! . fa" 29
‘dark brown = 165

or (Chips
:Roasted chicken;

| did the sorting by

;

N
~3

niZ i

.E‘Dz iR .5
< 330
N [

&
clicking the icon €%
\-_
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\ / Learning Objective: 5

AN

Sort the records for age

\

e Open the file survey.
Open the table tbl_Survey.
Place the mouse pointer in any cell
under Age.

&
e Click 2‘1‘. This will sort the records by
age in ascending order.

is the

youngest at 7 years
old.

Click il while the mouse pointer is
still in one of the cells under Age. This
will sort the records in descending
order.

is
the eldest at 11
years old.

Sort by height and weight

\

o Sort the records by height in descending
order.
o Click on any cell in the Height column.

o 2
o Click &,
e What can you say about the person at
the top of the table?

is the tallest at cm.

e Are there any children with the same
height?

Sort the records by weight in
descending order.
Click on any cell in the Weight column.

%1
Click &,
What can you say about the person at
the top of the table?
is the heaviest at kg.

Are there any children with the same
weight?

o]

Interpretation

\

* The following are some interpretations of
the data after the sorting. Say whether
each statement is True or False.

Rose is as tall and as heavy as Chong.
(True/False)

Alex is shortest of all and he is also the
lightest among the group. (True/False)

Christopher is taller but lighter than
Jenny. (True/False)

The tallest boy is also the eldest of all.
(True/False)

Sort the records by Food.
Are all the students who like to eat
beef born in the same month?

Sort the records by Birthday.
What is the most popular food for the
students born in December?

What is the most common colour of
hair? Sort the appropriate column to
find out.




?
‘

|

I |
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Interpret data \

e The query below helps to answer the question: ‘Who are the girls who like to eat roasted
chicken?’

<l 2
Field: [No farme Age Sex Eye colour Hair colour Height Weight Birthd. Food Rolltongue | ﬁ
Table: [Survey Suryey Survey Survey Survey Survey Survey Survey Survey _ |Survey Survey Z
Sort:
Show: ™ ] v ™ =]
Criteria: e “Female” o . . roastedchicken®
or: (b
il ¥

o

~ Food | Roll tongue
»|  Wxate  10Female ibrown  black 13§ 28 January 'Roastedchicken' M
... ArCiare  10/Female ‘hazel  far . 146 28May  Roastedchicken B
o ... kst 10Female brown  black | 185 82 October  ‘Roasted chicken M
‘ Record: M| « 1 | MLMXiof 3
T ICIEN]| AL _ - -
oL e From the results above, we can also obtain other relevant information:
-
S :
~ o All the three girls are 10 years old.
noa ? o Allthe three girls can roll their tongues.
" o Two of the girls have black hair.
&% l o The heights of the three girls are all above 130 cm.
i " ‘

:3 ' Using query \

« Use query to find out how many boys (males) were born in January or September.
e Save your query as boys_JS.
¢ From the searched result, write down 2 more observations about the data.

SE e Use query to find out how many children weighing between 28 kg and 35 kg have brown
eyes.

~ (Hint: type >27 and <36 for criteria under Weight.)

1 | e Save your query as wt_range.

e From the searched result, write down 2 more observations about the data.




Module 5
Exploring Control

Learning Objectives

_ Pass/
Student is able to: Merit
Write a list of commands to produce a P
simple picture or design
Use repeat commands P
Create complex shapes with varied M
angles

M

Name and run a procedure
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’_—’/751 Exploring control \ / Learning Objective: 1

AN

MSWLogo

o ciiok I

&ll Programs %

e Click
¢ Click

o Click

¢ Use the commander to give instructions to
the screen turtle.

‘Windowes Logn

¢ After typing each command, tap

execute the command.

o To make the turtle move forward 100
units, type fd 100.

o To make the turtle move forward 77
units, type fd 77.

o To make the turtle turn 90° to the right,
type rt 90.

o To make the turtle turn 45° to the left,

B Commander

R4

Halt
1 Pause
Step

Trace
Status
Reset

e

i€

Put a space
between the
command and
the number.

Execute l Edall

Type your
instructions
here.

Penup and pendown \

o Click to start a new blank page.
o Type: fd 30 '

& ] M;WL;xgo Screen
penup ( o File - Bitmap -- Set  Zoom Help
. %k Penup stops the
Type: d 30
* Pe fds3 g Ypen drawing. ‘
pendown -
¢ Type:  fd30 Pendown
penup starts the pen
fd 10 drawing again.
pendown
fd 20
o Type: CT R
CT will clear all the texts in the commander - {nén;%
bOX ?gnczlgwn
e Type: CS

Ik

s SBtep Resat
he
Execute Edall

CS will clear the screen. It has the same
effect as | |
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AN

Square

\

Type the following list of commands to
draw a square with sides of 100 units:
fd 100 rt 90
fd 100 rt 90
fd 100 rt 90
fd 100 rt 90

@)

O O O

P& MSWLogo Screen E‘@”g}

Fle Bitmap Set Zoom Help

E:; i<

S

Type the command penup.

Move your turtle to a new position
using the fd command.

Type the command pendown.

Draw another square with sides of 150
units.

Write down the list of commands that
you used to create the new square:

Rectangle

Type the following
list of commands
to draw a
rectangle with
width 100 and
length 150 units: —
o fd 100 rt 90
o fd 150 rt 90
o fd100rt90 L ; R
o fd 150 rt 90

Type the command penup.

Move your turtle to a new position using
the fd cornmand.

Type the command pendown.

Draw another rectangle with width 70
and length 170 units. Write the list of
commands you used:

i3

% MSWLogo Screen

i=] The sum of the
interior (60°)
and the exterior
(120°)angles

equals to 180°.

3

Discuss and write down how you would
draw a regular triangle with each side
130 units and each interior angle 60°
(i.e. exterior angle 120°):




_\_,_/75.2 Turtle repeats

\ / Learning Objective: 2

AN

You can use the repeat command to
save time typing repeated commands
when drawing triangles, squares and
rectangles.

To draw a regular triangle with sides of
75 units and exterior angle 120°, instead
of typing fd 75 rt 120 3 times, you can
type: repeat 3 [fd 75 rt 120]

Execute the commands to test whether
you have got the right shape.

Change your commands for drawing 3
regular triangles with sides of 100, 150

Use repeat for drawing triangles, squares and rectangles\

Complete the commands below for
drawing a square with sides of 100 units:

repeat ___ [fd ]

Change the commands for squares with
sides of 70, 90 and 120 units.

Complete the commands below for
drawing a rectangle with width 45 units
and length 70 units:

repeat ___ [fd fd ]

Change the commands to draw a
rectangle with sides of 90 and 145 units.

Polygons

and 250 units.

Polygons are shapes with more than 4
sides.

A regular hexagon has 6 equal sides and

six equal exterior angles of 60°.

To draw a regular hexagon with sides of
100 units, you need to type fd 100 rt 60
six times.

By using the repeat command you only
need to type repeat 6 [fd 100 rt 60].
Execute the commands.

Do you get a regular hexagon?

Make sure you
leave a space
between repeat
and 6. Use square
brackets only!

(=13

Help

Logo Screen

ap Set  Zoom

|y

More polygons

\

Complete the commands below to draw
a regular pentagon with each side 70
units and each exterior angle 72°:

repeat [ ]

Write the commands using repeat to
draw a regular octagon with each side 70
units and each exterior angle 45°;

El"‘.VIVMSVWLngu Srcreren E&@

e Bitmap Set Zoom Help

|3

sides.

/A pentagon has 5 sides
and an octagon has 8

_ The exterior angle of a
polygon = 360°/n, where
\n is the number of sides.

EMSWLegoScreen Q@[@

Ele Btmap Set Zoom Help

N

A




) / 5.3 Varied angles \ / Learning Objective: 3 \

Patterns with varied angles\

* Type the following list of commands B MsWiogo Screen

Ele pitmep Set Zoom Help

to draw the letter A. Tap
the end of each line.

o rt30fd 180 " v {
o rt 120 fd 180 / |

o bk 70rt 120 fd 110
The pattern depends on the \7 ‘, 4
starting and ending positions. ;e

You may have a different pattern
if your starting and ending
positions are different.

o Starting from the ending position of
the turtle, type the list of commands
another 3 times to form a flower
pattern.

Letters K and M \

o Write down the list of commands for
forming the letter K (or any other letter B MSWlgo Scroen CIE®
that you like). He fimap et Zoom ek

¢ You can use the sample as a guide or
create your own picture.

e Test your list of commands.

¢ Change the list of commands when and
where necessary.

a

¥ MSWLogo Screen
Ele Bitmap Set Zoom Help

List of commands for K:

MSWiogo Screen
File Bitmap Set Zoom Help

e When you have completed the picture, B MSWLogo Screen
do a screenshot of your work and save it He Btmep 3et Zeom Hep .
as an MS Word document. < :
¢ Print a copy of the image and glue it in ;
your exercise book.

¢ Repeat for 3 more letters, M, W and Z, or
any letters of your choice.

sk




- / 5.4 Pattern by rotation \ / Learning Objective: 3

-

Patterns by rotation \

e Type and execute the following commands:
repeat 3 [rt 120 fd 75] rt 45

¢ Execute the above commands 8 times and
finally type:
ht

The command At will hide the
turtle so that the pattern is
clearer. To see the turtle again,

type st (show turtle).

MS5WLlogo Screen
File Bitmap Set Zoom Help

LEX

1>

ML

More patterns \

o Start a new drawing.

e Type CT CS to clear the text in the
cornmander and to clear the screen.

e At the commander type:
repeat 8 [repeat 4 [rt 90 fd 75] rt 45]
ht

¢ You are actually repeating the drawing of a
square (repeat 4 [rt 90 fd 75]) 8 times, but
the turtle turns to the right 45° after drawing
each square.

¢ Change the angle 45° to 20°, 30°, 60 ° etc.
to create different patterns.

¢ You need to change the number of times the
patterns are repeated in order to make
complete patterns.

MSWLogo Screen
File Bitmap Set Zoom Help

< ‘ _

L%

Flower patterns \

o Type CT CS to clear the text in the commander
and to clear the screen.

* Create your own flower patterns by completing
the blanks below with appropriate numbers:
repeat __ [repeat _ [rt__fd__ 1rt__]

¢ The command in blue can be a triangle, a
square, a rectangle. You can also try a regular
pentagon, a hexagon or an octagon.

Test your command.
Do a screenshot and save it as an MS Word
document.

¢ Print a copy and glue it in your exercise book.

Glue your
flower pattern
in your exercise




. /5.5 Writing procedures \ / Learning Objective: 4 \

Procedures RN

Procedures let
you save your

The problem with
repeats is you can’t
save them.

shapes.

Make a square procedure \
« Click EA. - -
e Select NENNN Edit Procedurs x
o Type square on the first row as the name of the pop—

procedure.
e Click 2 1to open the Editor.
¢ Place the cursor on the right side of the procedure

name: to square.

: oK ] Al Cancel |

o Tap d to insert a line. 1 = !
¢ Type the command for drawing a square: _ I .

repeat 4 [fd 55 rt 90] Editor =1/Ey
e You can highlight the command S 5;""“ Set Test! Help

t

repeat 4 [fd 55 rt 90] and click Test! to test the end o

command.
e Make sure the last line end is not deleted.

e Click under the Editor mode.

o Click BRI .

o Type CT CS to clear the text in the commander and
to clear the screen.

e To draw the square, just type at the commander:

4§ to execute.

square and tap

Procedure for shapes\

* Repeat the previous exercise to create a procedure
to draw a triangle. ! like writing

e Create another procedure for drawing a regular procedures. They
pentagon, a regular hexagon and a regular save me a lot of time!
octagon. Creating a procedure is called defining
one.

e Before you leave Logo, save your file to keep the
procedures.

o Click KA.

e Click :

e Save your file as exercisel.lgo.

e You must load exercisel.lgo the next time you
start Logo in order to use the procedures.




E

u.e Repeat a procedure \ / Learning Objectives: 2, 4 \

— ?lower patterns \

¢ You can tell the computer to repeat a
procedure.

o |f, after drawing the picture, your ending
position is back to the starting position, you
must tell the turtle to turn or move forward
after drawing the first shape.

e Otherwise, if you use the repeat command

- to draw the shape many times, the turtle will
only draw the same shape over and over
again, at the same position.

e Load the file exercisel.lgo that you have
saved in your previous exercise.

o Type at the commander:

repeat 20 [friangle rt 18]

¢ Do the same by repeating a square, a
hexagon, a pentagon and an
octagon.

M=

MSWLogo Screen
File Bitmap Set Zoom Help

Ll

< ! >
Complicated flowers \
¢ You can make more complicated flowers by B MSWiLogo Screen LX)
adding a slight forward movement, more Ele Btmap Set Zoom Help
repeats and different amounts of turns. 2
e Here is an example: %

repeat 4 [fd 55 rt 90] %
o At the commander type:
repeat 20 [square rt 20 fd 10]

o First define procedure square as , E% ;

R

Mystery \

o What shape do you think the procedure
mystery below will create?

It 45 fd 30 rt 135 fd 10 I+ 90 fd 40
rt 90 fd 22 rt 90 fd 40 It 90 fd 10
rt 135 fd 30 rt 135
¢ Define the procedure mystery and find out
what it is.
e Clear the screen.
e At the commander type:
penup home pendown
repeat 8 [mystery rt 45]
¢ Do a screenshot of the picture created and
save it as an MS Word document flowerl.

¢ Try another two patterns:
repeat 30 [mystery rt 20]
repeat 30 [mystery rt 20 fd 10]
e Start each pattern as a new bitmap.
e Do a screenshot of each pattern
~ created and save them as pattern2,
pattern3 respectively.
e Save the procedure as mystery.lgo.




/ \ / Learning Objectives: 2, 4 \

Letter pattern \

¢ Refer back to the lists of commands for - I
creating letters in exercise 5.3. B WsWogo Screen
. . Ele Btmap Set Zoom Help
¢ You can create new lists of commands if you
have not saved them.

¢ Define the procedure letter_Z for creating
the letter Z.

¢ |eave the ending position as it is.
¢ Save the procedure as letter.lgo.

¢ Use the repeat command to create a flower
pattern.
o Example:

repeat 4[letter_z]

k4

1%

More letter patterns \

¢ Define more procedures for P sWLago Scrsen

. flo Brmap Jet Zoom tHelp
creating letters. -

e Save all these procedures :

under the same file letter.lgo. '
b ¢ Use these procedures and the N) ) o
o repeat command to form more

patterns. ><
¢ The samples shown here are i

patterns formed by letters G, K = >
and C. Pattern formed by

letter G

Pattern formed by

letter K ,
Pattern formed by
letter C
Project \
e Create a procedure flag to produce the flag I - -
as shown. MSWLogo Screen E]@\[gi
» Save the procedure as flag.lgo. File Bitmap Set Zoom Help
¢ Maximise the Editor window. ~
e Do a screenshot to capture the list of
commands that you used to define the
procedure flag.
e Save the capture as an MS Word document -
pro_flag.
¢ Use the flag procedure to produce a
complicated pattern.
¢ Do a screenshot and save it as an MS Word v
document FlagPattern. , < | - >




Module 6
Exploring the Internet

Learning Objectives

, Pass/
Student is able to: Merit
. 1 | Use Internet tools to find information P
- 2 | Evaluate relevance and usefulness of P
material
3 | Store and retrieve information P
4 | Copy and paste information from a P
website
5 | Save URLs and objects from a website M
- 6 | Use extended search skills M




6.1 Internet words

\Z Learning Objective: (General Info) \

The links

\

The Internet started out as an
international network of computers
(shortened to Internet). The heart of the
Internet is computers all round the world
which are permanently linked together
by high-speed telephones. You link to
the Internet by hooking your home or
school computer to one of these linked
computers.

Home
computer

e et = = = k= = = e = = - —————— o ——

Your computer is linked to the heart of
the Internet by companies called
Internet service providers (ISP). Some
provide many features and charge you
to use this service. Others do not
charge directly for the service.

The World Wide Web (WWW) is a
store of information on web pages
which you can see through the
Internet.

Pages on the web are linked by
hyperlinks. These are texts or pictures
which make links between pages on
the web. Links are often coloured.
They change colour when you click on
them.

Languages

A\

People transfer web pages using a
computer language called Hypertext
Transfer Protocol (HTTP).

People transfer files across the
Internet using a computer language
called File Transfer Protocol (FTP). If
you want to download a file of
information from a website, your
browser (Netscape or Internet
Explorer) will automatically use FTP.

People write web pages in a computer
language called Hypertext Mark-up
Language (HTML).

Finding the sites \

Each site on the WWW has an address.
This is in the form of a Uniform
Resource Locator (URL).

For example, the URL of the Natural
History Museum in London is
www.nhm.ac.uk.

To go to a site, type the URL in the
4=dErter

address box and tap

On the other hand, if you are not sure
where the information is, you need a
search engine.

Search engines, e.g. www.MSN.com,
www.google.com, www.yahoo.com, are
sites which find other sites on the web.

In order to come back to the same
website, you can add it to your favorites
folder.




/ / Learning Objective: (General Info) \

Test yourself \

\\Fill in the blanks. } e Replace __  with missing initials.
e Replace ....... with missing words.
| wanted to read web pagesonthe ............ ... To do this, | used
an _ _ _to link my computer to the web. | typed inthe _ _ _ of a site | knew and
went straight there. | clicked on the coloured ............................ which took me
from page to page. On one page, | downloaded a file using _ _ _. | needed more

information about a shop in my city, so lused a .................. ..ol

called Google to find it. To remember the address of the site, | saved it in my

........................... folder.

/Remember the basic rules
of Internet safety: do not
give your address or phone
numbers to people who are
not known to you or your
parents or guardians.

N




6.2 Browsing web pages

/ Learning Objective: 1

Internet Explorer @\

ey : ctart

e Click All Programs & '

o Click

e Ahome page is shown The home page
depends on the setting for Internet
options of the computer that you are
using.

o To view a different web page, at the

space provided for | #8455 tyne the URL
that you wish to visit, e.g.

http://www.fmnh.org/
e Click &% or tap g"m |

7 Inkernet Ex plorer §

b

T CIL online - Home - Micrasofl Internet Explorer
i B ER Yew Fpoes Jook teo

Sue

\

e Scroll down the page until you see
Sue.

Sue

See Sue, the world's
largest, most
complete and most
famous 7. rex. See
Sue on the Webl

e Click Sue onthe Webl and find out

& Welcome to The Field Museum - Micrasoft Internet Explorer

Ed
Jseth <lpreones @hress & 5 B 3
U.«seachwm - ﬁ g:wzhhded f]“
_ > 1
,‘","fh,,,fi‘,"_'!“p,, hela_ -~

Explore the hidden world of |
the Imperial court in

Splendors of China's
Forbidden City: The
Glorious Reign of Emperor |
Qianlong 3

Featured Lecture | Purchase Tickets :
Follow the migration of
the endangered chiru
through Tihet's Chang
Tang Plateau—a
National Geographic
Love! leclure

" %Rleslld

1 Planning Your Visit

| Calendar of Events

i Exhibits

! Education

i Research and Collections
! Museum Information

i Membership

' Muscum Online Store

| iQueklnks v

Who is Sue?

more about Sue.

e You are shown a web page on Sue at
The Field Museum. But who is Sue?

: e To find out more about Sue, click

' » Who is Sue

e Complete the following passage about
Sue.
Sue is the

, most , and

____ preserved Tyrannosaurus rex. She
was discovered by fossil hunter
, South

Hendrickson in , hear

Dakota.

L

A Sue at The Field Museum - Microsoft Internet Explorer
! Fle Ed® View Favorkes JTools Help

I @ Intemet




\ /Learning Objectives: 1, 5

More about Sue \

Sue's wital statistics

To know more about Sue click at
Complete the following statistics about Sue:

Age: Late Cretaceous Period ___million years.
Length:___ feet ( meters)

Height at hips: feet ( meters)

Is Sue a male or
female T. rex?
Find out.

Estimated live weight:___tons (_metric tons)

Weight of skull: pounds ( ____kg)

Length of skull: __feet (___meters)

Yahooligans! \\

T the URL: 2 Yahooligars! Animais - Wcroolt Inesnel Explorer. 11 et o EER
ype e - Be €t Wew Favokes ook Heb "

http://yahooligans.yahoo.com/ e L B
4 Gosgler T senchiwes - P Drwbkoond Fopiers 7

{—lEnter : to go IntO the page Yahooligans! Animals Searchfor Animak: " [Seardh | )

Mammals Fishes Insects Birds Amphibians Repllles

Tap

[ . . E lume > Anlmal gufdes
Click ¢ w . . © sane Ky, field guides NowsSideshow
P SO - T W
Click \ to get information about @ _, :
mammals § e ‘
: - fmloay @ Fact files
Open a new blank MS Word document to i

record the URL and the information from Gt N
. . 1 og Bread Guide
this website. | ) o Aengivachrs o Ytk Tortr,

D Reference o wa¥s got information on your favorite dags!
seso TG Youll find facts and pictures for Ihe 150
diflarent breeds tegistered by the American

@ AskEwl Kennel Club.

S N AFad ten Ao Drand Ouidn

a,,,,-,,u

Copying the URL \

Micrasoft Internel Explorer.. ;

Highlight the URL.

Click EZH. E.
Yahooligans! Anlmals Search for Anlmal

Click IETEE . Homoge Eshes  mess B pmolibaes  Rees

Hame als > Hatninaly
Leatn more about mammals: ADVERTISEMENT
_ . e
Switch over to MS Word. > s P Mamats S

Husic WhatIs a Mammol?

Mammals Ive on land, at sea, in the ar, and

Typ e: URL of website for mammals. B e, s 3 cumie of o e o

w Coal Page make them different from other animals.

Mammals are waim-blooded, they have fur or
< Scence
Click | Edt :
. Ecanls
i

hair, and mosl mammals give birth lo live
Click @ Paste Clriy j

young (calher than laying egge)

F_ Getthe Bia Plcture
B




Copying graphics \

e To copy the graphic, place the mouse
pointer % on top of the graphic.

¢ Right click the mouse button to trigger the |Wha s o Ham:
shortcut menu. un

o Select HEEE

6.3 Copying graphics and text \ / Learning Objectives: 4, 5

AN

Mammals live on Ia

Lear|
S Ma%m;lc . @}/

If you select
Save Picture As...
you can save
the graphic for
future use.

e Switch over to MS Word.
e Click @,

Mammals are warn
hair, and most mar:
young (rather !han k

! Add to Favorites..

E Download with DAP
’ Download aII wnth DAP

Properties

| L

ey

Copying text \

Highlight the text that you wish to copy.
You can include the graphic and caption.

Click T4

Click IE=IRE

Switch over to MS Word.

e Click @.

e Save the document as animals.

Click on the next category fishes.

repeat the process of copying and pasting
the graphics and texts.

e Save the document again.

e Continue to repeat the copying and pasting of s
B g

Learn more about mammals:
| Select a topic v

% Mammals

hat Is a Mammali?
Marnmals live on land, at sea, in the air, and
under the ground. All rammals, from bats to
whales, share a number of important traite that
make them different from cther animals.
hamimals are warm-blooded, they have fur or
hair, and most mamrnals give birth to live
g (rather than laying 2qgs).

13 @I RXDOSUTE S CORM

URL ofveabsite for mazemals:

.y i iz ls mameraly

Mammals

WEat 3 amezr?
IS ve 06 1and, a7 5€8, i
]

HAEMmas 2re w0034 T5 v rer

oo TemRs g oo
TOLY IATA T (271 !

Fishes
Whst Is s Fish?

Sisres zome n anamaL g ver &y of 3renes
36320408 DATYEY B ANE Tz MO

fnsects

Waatis an tasaar?
nd e e sreudng 3aders
% oreup ¢
i me man g

2 yy. s
e Do 0 erivones e GG o%s
sezens

Birds

What Is a Bici?
Srdx re viarmogded repises,
MymTaly, DAy A,QW! Vot mostrezes

e o

AT 3208, $285 3043, B0d Deneyor
aters Trane are more 7,31 § C€C dferer:
30ezes of rds 1 e word




- / 6.4 Searching for informatioN Learning Objectives: 1, 3 \

Search engine \ Search results \
e Type the URL address: e Alist of websites about volcanoes will be
[4=Erter | displayed.
www.google.com/ and tap _‘E to e Read the descriptions carefully and select
start the search engine Google. the one that suits your need.
e To find information abput volcanoes, e To go to the website chosen, click on the
type volcanoes and click title line, e.g. Volcanoes!

[_ Google Search ]

e A list of search results will be shown. -?;"'E;Z;g{;'s';.-;};i,;?;];;'n'.;e';.»;ii;;.,sa« internct Bxplorer [ '_"_
Fle Edt Vew Favortes Took Hebp S
3 Google - Microsoft Inte T EmEb @M T X B R s e e‘m @

ess 1)

. He Ed Vew Favortes Took Hep 3

L RS R | Lj Wy iseaah é“anes @‘Meda & Images V(’Smug
| e e Gougle P

Sean:h O lhe web \) pages fmm Malaysia

Web Results 1- 10 of about 1,060,000 for volcanoes |definition]. (8.23 seconds)

Volcano World - The Premier Source of Volcano Info on the Web
Yolcano Listings The following links will take you

1o lists of all volcanoes on VW. Soned by

Malaygla vofcano. und nodak edutv html - 3k -
. Volcanoes!
Web Im_m& MNEW? meren Cument Eruptions, Earth’s Volcanoes, Volcanoes of Other Worlds.
wlcanoesl | Advanced Search Volcano Obsenvatories,
- = s oo Brefetenass Volcano Movie Clips, Volcanic Parks and Monuments, To VolcanoWorld,
[ Gnogle Search ” I'm Feeling Lucky tanquage Toolt - volcano.und.rodak eduivoleanoes.htrl - 2k - Cached - Sunitat pagss
Search: & the web C pages from Malaysia [ tinre resutts fram soleano.und codak edu |
MTU Volcanoes Paqge
s el to the Michigan Technological University Vol Page. Sj d by
Google.com.my offered in: Bahasa Melavu the K Volcano Ob: y. Michigan Tech. ... Remote Sensing of Volcanoes.
Vo Adverising Programs - Busine: luti - About Gooale - Go {0 Google.com vewir geo.miu.edulvolcanoes/ - 1k - Coched - Sunila pages
vl ] MTU Volcanoes Page - Worid Reference Map
L Make Gooale Your Homepage! Eanth's Active Volcanoes. by Geographic Region. Africa and Surrounding
uh - Islands.
gt 2004 Google - Searching 4.285.180.774 web pages v Foao Caldera, SW Cape Verde Is. ... MTU Volcanoes Page. Y.
Z = < 5 e - . N 2
_L - D inemet = ] D Internet
s
g Bookmark \\
S
. ¢ In order to come back to the same e Check the name to see whether it
il website, you can add the website to is correct.
K our Favorites folder ick Lo Jifiti
y —! : e Click if it is correct and
S’ Favorites | the website is added to the list.
|

e Click )
e The Favorites folder will be displayed
on the left side of the browser. Favorites

o Click B Add. {5 get the following add... Organize. ..
dialogue box. -
Add Favorite (3 Dell

ﬁ Internet Explorer will add this page to your Favoiites fist. h—j Llnks
[Make avaiable offine = . @ Yolcanoes!

Name: 1lolcanoesl ‘ Igeale in<<
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\ / Learning Objectives: 3, 6 \

Saving the page \\

e Bookmark only saves the URL, but
you can save the whole web page and
view it aiain when you are offline!

e Click

e Click .

e Locate the folder that you want to
save your document in.

J to save the web page.

Sﬁ‘e Web Page

A }'I;W 04__“"” T
L5 :3 i@vdcanoes!

My Recent
Documents

Desktop

My Documents

My Computer

File name:

MyNetwork ~ Save as lype: | Web Page, complete [‘.hlrn;‘:h(ml] vi [ Cancel ]

Enceding: L\ieigrn European (ISO) v

Open saved web page\

e You can open the web page when you

are offline.
e Click Bkl
o Click =0y

#  Type the Intemet address of a document or folder, and
\,{r/ Internet Explorer will open it for you.

Open: i v .

[ Open as Web Folder

D;*L: [ Cancel ][ Browse...

. Giok(oome

e Locate the file that you have saved.
e C(Click L=Pen

Microsoft Inter

Look irc [ £ MetaMan vi o3 E

I {3 Update on Current Volcaric Activity_fies
[ E} £ Volcanoes!_fies

3.Update on Current Volcanic Activity

My Recent
Documents |28} volcanes!

Desktop

My Documents |

oL

My Computer

Extended search \

¢ When and why was the Eiffel Tower of
France built?

s E]

e Before you can obtain information to
answer the question above, you need to
identify the keyword to use in searching.

e Which of the following 3 keywords is the
best keyword that will help you to find
the answer to the above question?

1. when and why

2. France
3. Eiffel Tower




—
il
[Hiing

\ / Learning Objectives: 2, 6

Evaluate search results \

Use the keywords that you have
identified and the Google search engine
to search for the answer.

Open a blank Word document to record
your search results and evaluation of
the search results.
Type the first keyword
(refer to page 19) to search.

From the list of search results, select at
least 3 websites.

Type the question When and why was

the Eiffel Tower of France built? as
the heading of your Word document.

Go to the websites selected.

Copy each of the URLs and paste it in
the Word document under the
subheading Websites visited.

Write a short comment about what the
links contain in relation to the search
topic.

Compare all the websites that you
visited under this search and state
which of these sites contains the best
information in relation to the search
topic.

Save your Word document as Eiffel
Tower.

Gawai Dayak \

Gawai Dayak is a very special occasion
in Sarawak, the largest state in
Malaysia. Find out from the Internet
“How is the festival Gawai Dayak
celebrated in Sarawak?”

Open a blank Word document to record
your findings.

Use the Google search engine to find
out about the festival.

Write down in the Word document the
keyword that you would use to start the
search.

From the search results, pick and visit
at least 5 websites to find the answer.

‘Besedia nyambUTTun baru
|Agirup Ai Pengayu di Paoh,

l[lemanak
it
132

Select 2 paragraphs that best describe
the festival.

Copy and paste the paragraphs in the
same document.

Copy a festival-related photograph and
paste it together with the paragraphs of
text.

Select and copy 3 URLs that you think
are most useful in searching for
information about Gawai Dayak.

Write a brief comment about each link
in relation to Gawai Dayak.

Pick and explain which website is the
best one in relation to the information
about Gawai Dayak.

Save your document as Gawai Dayak.




Module 7
Exploring Email

Learning Objectives

: Pass/

Student is able to: Merit

1 | Compose, edit, read and respond to P
emails

2 | Add addresses to the address book P

3 | Use the address book to send copies, P
blind copies and forward emails

4 | View an attachment P

5 | Add an attachment to an email M

6 | Manage email folders M




7 1 Emall account / Learning Objective: 1 \

Register a new account \\

¢ You will need an email account to
complete this module.

e There are a few free email providers, e.g. Write your email address
hotmail, yahoo, etc. here:

¢ If you haven't got an email account, ask
your teacher to help you to set up a new @hotmail.com

account with hotmail.

e Each account needs a password. Think
of one password that you can remember
easily. '

e Do not reveal your password to anybody.

Composing new mail \

Your class is doing a study on the most
popular transportation that the pupils use for
going to your school.

¢ Compose an email to send to a friend.

o For practice purposes, your teacher will
give each one of you a list of all the email
addresses of your classmates.

e Look for your own email address and the
email address of the classmate below
you in the list.

¢ |f you are the last one in the list, then
look for the email address of the one at
the top.

e Sign in to hotmail. (You may need help
from your teacher.)

e Click at the mail folder .

e Inthe space nextto ™ type the email

address of your classmate that you
have just found.

lome | Hotmail | Groups m Web Search: Typ'e.the
nsn-~ Hotmail | recipient’s
 address here.

T S S s SN Y

Subject : \

 Click at the space to the right of Subject: and type: Transportation to school.
e Type your questionnaire in the space below 3ubiect: (do not make any changes).

Dear xxx (type your friend's name),

How are you?

My class is doing a survey on what is the most popular fransportation that we use fo
go to school. Can you tell me how do you go to school every day?

A. By BUS B.By car  C.By motorcycle D. By bicycle E. By van

F. On foot 6. Others

Thanks.

xxx (type your own name)




/ \ / Learning Objective: 1 \

Editing \

e Before you send out your mail, you must always check for mistakes.
¢ You can also improve the content of the mail.
e Look at the mail you have just typed.
¢ Make the following changes:
o Insert the word please after Can you ... in the second sentence.
o Change By BUS to By bus.
o Instead of just saying Thanks., change it to Thank you very much for your help.
o Click Il
o Select 5Pelcheck {4 do a spell check.

The speed of the spell-
checker depends on
your Internet connection.
Be patient!

Send your mail \

o Before you send out the mail, arrange to e Click to send your mail
keep a copy of it. '

[ copy Message to Sent Folder SRR Lme o MLl R it g
: NSO U save
«  Check the box | EMour message hasbeensentto: - pdgress:
at the bottom of the body of the mail.  amirul1 11@hotmall.com ;

S5 | [ASovaDraRt | § detach v 1t 4} EdTocksv B Cod N SIS

O N 4

e — — *If the mail is sent

| successfully, you
will get a

message with the
recipient’s email

;;;,;;;, i ‘\address.

Receive mail \

BNew v | KDelete | @ Block | BX unk v | B Find | Py Putin Folder v | FIMarkAsUread

& Show me mail from: |_Everyone V
e N T .
Get Hotmail Plus =9 [] KudakKuching Transportation to school Oct 29 1KB
Folders e e e oo 1Message(s) *A e

e Click 2 Inbox

¢ You should be receiving a mail from your
classmate (the one above you in the list)
asking the same question about
transportation.

This indicates
that you have 1
message in the
inbox.

 Click on the sender to open the mail. :




7.2 Replying to mail

\ / Learning Objectives: 2, 3

Replying to mail

\

¢ Reply to the mail that you have
received.

filled with the sender's email address
automatically.

e The subject is also filled
automatically but with RE: added.

e Type your reply, and tell your friend
how you go to school.

e Check your reply for any possible
mistakes.

o Click to send out the mail.

Ign Ot

O d

Edsend | B Save Draft | @ Attach v Juidrs
1

The address

is filled d

(I ],g,‘\

kautomatically. -

J

Bec:

/

.@-’-;m

!
Subjact:ERE: Transportation to school ., =
*
N

‘RE:’ is added to
the original subject
automatically.

Contacts

\

e Set up an address book so that you
can keep the email addresses of
your friends.

e Click the folder .

e Click BdNew v to add a new
contact.

e Fill in the particulars of the new
contact.

e C(Click to save the new

contact.

an@hotma

(i save | Save andadd Another Contact | B3 Cancel . . e

FirstNeme:  [affend

Last Name:

Quickname:
(Required)

[zanuddin

{affendl H
Tip: Quicknames maka addreseing massages easy

Company Neme: |

MSN address: | |

Contacts with a Microsoft Passport e-mall address can atso
be used a5 an MSN Messengar contact,

Favorkte [Z]Mark this contact as a favorite

Get the latest updates from MSN

Home | Hotmail | Search | Groups

- E-Mail
Personal: |affend|_za@dares.com.my

Work: !

Other: |

Other

webste: |

More contacts

\

e Do a snapshot of your list of
contacts.

¢ Place it in a new document and
save it as addressbook.doc.

e Add at least 3 more addresses to
your list of contacts (address book).

e Save your new contacts.

¢ Do another snapshot of the address
book.

¢ Place this second image below the
first image in addressbook.doc to

show that you know how to add
new contacts.

e Save your document again.

cikgufatimah_a@hotmad.com
. offendi_za@dares.com.my




—en / Forward, Cc and Bcc

\ /  Learning Objective: 3 \

Forward

\

e Open the reply to the survey from your
friend.

e You can select an address from the

address book or the list Favorite Contacts.

e Double click on the name of your friend
that you wish to send a copy to.
You can click as many names as you like.
e 'FW:'is added to the original subject
automatically.

e Click to send.

{>From: Kuds Kuching” <ldakuching@hotmal.cams
aman@hotmal.com

{>Subject: Transportabon to school
1>Date: Fr, 29 Oct 2004 23:19:00 +0800

>
1>Dear MetaMan,

>

iHow ae you?

>

1My class &s doing 3 survey on what is the most popular

> transportation that we use to go ta school. Can you ted me how do
1you go to school everyday?

i

Dlcopy message to Sen Foder

Sending copies: Cc \

e Sometimes you need to send copies to
different persons.

e This can be done easily by using the Cc
feature.

e Open the reply to the survey from your
friend again.

e Repeat the forward process in the last
section to forward the mail to a friend.

e Click at the box to the right of < |

e Select an email address from the Favorite
Contacts (address book).

e Click to send.

You can forward or
send copies to as
many persons as
you like.

Blind copies: Bcc \

e Repeat the last exercise.
e Before you send, click the box to the

right of Bec

e Click the name of your teacher from
the Favorite Contacts (address book).

e This will send a blind copy to your
teacher. All the other recipients will be
unaware that you are sending the
same copy to your teacher.

e Your teacher, however, will know who
you are forwarding the mail to and
who you are sending copies to.

1>From: Kuda Kuching” <kudakuching@hotmal.com>
1>To: ict_metamanhotmal.com

1>Subect: Transportation to school

1>Date; Frl, 29 Oct 2004 23:19:00 +0800

>

|>Dear MotaMan,

>

>HoW a6 you?

>

1>My class & doing a survey on what I the most popular
1> tanspoctation that we use o go to school. Can You tel me how do

B&mﬂ

You can also send
Bcc to more than 1
person!

N—




73 Attachment \ / Learning Objectives: 4,5 \

Save attachment \

e Your teacher will help to collect the data

and email each one of you a copy of the gl st
Summary_ Fr;: mm?m_;ﬁ::m> &% X Einbox
e Check your inbox for the mail from your e -
teacher. 8 Mistmen gt S i O216) =
¢ Click on the teacher’s name (the sender) to e e s e _
open the mail, | o - e s DT o 0
e Click D T Y
i W attachment : transportationtoschool_summary.xls {0.02 MB) Ttk pesm wishes

| e Click [ DewnloadFie | {5 gownload the |

: Click here to
attached file. download the
attachment.

Download attached file\\

File Download [z| Download complete
. ‘) Some fles can harm your computer. If the Rle information below x
& looks suspicious, or you do not fully trust the source, do not open or |—u kY
save this file. = Download Complete
File name: ...tationtoschool_summary.xls Saved:
File ype: Microsoft Excel Worksheet ...tationtoschool_summary.xls from 64.4.53.250
From: 64.4.53.250 .
Downloaded: 17.5KBin 1 sec
Download to: ...\transportationtoschool_summary.xls

Transfer rate: 17.5KBfSec

‘Would you like to open the file or save it to your computer?

[ Open I \;_ﬁave ﬂ[ Cancel I ’ More Info ]
[} Mways ask before opening this type of file [ Open ] |lpen Eolder | I Close ‘l

[(JiClose this dialog box when download completes

................................

e Click b32¥e_J to0 save the

- o Click kw25 to close the window
attached file in your usual folder.

when the download is completed.

Open the attachment \

e Open the attachment

R o 68 e Fet Fyme ok Dda Mrdm b -.ex

N S BN EEIM® . #A e 0-ar
transportationtoschool using MS S te s — —
Excel_ :ﬂwwm:wmmsm;meEFenl‘J— =

« Based on the graph, answer the two =2
questions under the graph. i — R

e Save the completed worksheet as 5:
transp_graph. o ':

o Do ascreen snapshot of the graphand [ i
paste it into an MS Word document. L ,,,,,,

e Save the Word document as
transportation with graph.




\/ Learning Objectives: 1, 5 \

Preparing the mail

\

e After you have completed the
exercise, send the file back to
your teacher for checking.

e Open the mail with the file from
your teacher.

e Click [E2Resb]

e Type a simple reply mail.

e You may use your own wording or
you may type your mail using the
sample text given on the right.

Dear Mr/Ms xxx (your teacher's name),

I have completed the exercise as required. I
hereby attach the file transp_graph for you
to check, please.

Thank you.

Yours sincerely

XXX (your name)

Attachment \
e Click [ 8 Attach v]
e Select ciiFile

o Click (Browse.. ],

* Locate the file transp_graph that you
have saved.

o Cliok|__2en_]

e The path and the file name will appear in
the box to the left of (Browse... ],

e Click ©K.

Home | Hotmail | Groups

msn.com.my .
SN~ Hotmail

Web Search: -

ghtl:k Browse to select the file, or type the path to the file in the box
slow,

Find R@! €

Current attachments for the message "RE: Surnmary of Data"

Notice: Attachments are automatically scanned for “McAfee
virusesusing . Mavaua,
Disclalmer: The McAfee.com virus scanner may not be able to detact all
known viruses and variants, Please be aware that thera is a risk involved
whenaver downloading e-malt attachments to your computer and that, as
provided in the TERMS OF USE, Micrasoft is not responsible for any
damages caused by your declsion to da so.

Sending the mail

\

Attachments: transp_graph.xis{0.02 MB)

e Check that the mail will be copied to the
Sent folder.

Copy Message to Sent Folder

e C(Click to send out the mail with the

attachment.

e Make sure that you get the message that

your mail has been sent out before you
leave hotmail.

ENour rnessage has basn sent tor . :
Ahmad l:nkgu Fatlmah cikunatumah a@hotmall com

Make sure that you see the attachment is
indicated just below the subject of the mail.

< Aitachments: trangp_graph.as(0,02 MB)
Sear Teacher, i |
I had compltad the exercse. | heraby attached the B trans_graph for your checking plesse, ‘
Thank you.
Srewely,
Matal man
>me ‘Fal;;nd'\ Abmad* <:&th&%&7\& . com>
)?&ﬁn mw 0‘3 5‘7*“:‘@00 3
v

[ Copy Message to Sork Pokde




7.4 Managing folders

\ / Learning Objective: 6

Creating a new folder\

e Click “—”'F'Utln Folder o . Home | Hotmail | Groups  [LITIN®E  web Search:
e Select New Falder “msn; - Hotmai Today | Mall . Clendar | Contacts
e Type your name as the name of the e
new folder. New Folder
«. Click ST
e The new folder is indicated on the | Folders 59
right-hand side. Inbox 3899

Junk E-Mail
3 sent Messages

Drafts

Trash Can This is my name.

3 man Type your name
q Metal Man

Manage Folders

here.

Move mail to other folder \

Click &3 sent Messages to open.

" ict_mekaiman@hotmal. 5

msn.com.my

Today : Mait Calendar = Cantacts

GiNew, v | X Delete | @ Block | ER unk v |6 Find | 27 Putin Foldr v | (0 Merk As Urvead

Sbite see
NovS 18

«t ® O From
{0 ckgufatimeh_a@hotma... RE: Summary of Data coliected
1 Message(s)

Subject
1% of 2M8
Get Hotmail Plus
Folders

23 Inbox
@ Junk E-Mait

W

2 sent Messages
€A Drafts
@ Trash Can
man
£3 Metal Man
Manage Folders

e Click at the small box to the left of the
sender’s name.

PO To'd "= PutinFolder -

e Select your folder.

e The name of the folder will be
highlighted in bold.

e Do a snapshot and place it as a new
MS Word document.

e Save the document as managing
folder.

e Print a copy and glue it in the space

below.

Glue your
printout
here.




Module 8
Exploring Multimedia

Lea-rnin_g Objectives

) Pass/
Student is able to: Merit
Create a page of text, images and P
sounds which are activated by
appropriately named and positioned
buttons
Use effective page design P
Organise screens and identify P
appropriate choices and links
Create pages which offer the user M
options
Demonstrate how the presentation M

meets the needs of the intended
audience




-/

8.1 Learning about multlmed|M Learning Objective: (General Info) \

What is multimedia? \

e Multimedia presentations are
computer-controlled ways of showing
a lot of information.

If you click

e They can include: 3
o text |

o photographs
o drawings

o paintings

o videos

o ahimations

o sounds.

here, you
run a video.

HOW TO LOOK AFTER A HORSE

o A nice roomy, clean stable with straw must be
provided for horses.

o Feed oats and meal twice daily with hay.

o Groom every day and check feet to make sure that
there are no stones caught in sole.

o Horses have to be shod regularly.
o Exercise every day.
o A field is essential for daytime use.

Buy a saddle, stirrups and reins.

Click here to

hear sound.

Slide shows \

e Slide shows are multimedia

presentations, like a TV programme.

¢ You can’t choose what you see next. If

you click the mouse, a new slide comes
up.

¢ [f you don't click the mouse, you will see

a new slide after a few seconds.

/ A slide show
can be a
series of
photos, sound
clips and
writing about
a wedding or
\a celebration.

Interactive presentations \

e Other presentations let you choose
what information you see. These are
called interactive presentations.

¢ You click the buttons to choose what to
see or hear next.

In this presentation, you can
choose to listen to the boy
or watch a video of him.




/ 8.2 MS PowerPoint \ / Learning Objective: 1 \\

Make your first slide \

g

All Programs

I

F

1)
5
‘.
L

n

-
HKE e

e Click}
e Click

e Click fle

e Click e
e Click Btank Pressrtation

DR v~ 3%
NS

‘L]

»

Click to add title

Clicktoaddtext

In the SlideLayout ist select
this text layout.

Add a title \

e Click on the title.
e Type My Top 5 Songs.

& Microsoft PowerPoint - [Presentationt] =13
B Be E® few Inset Format Tooks SideShow Window Heb £rae b e e X
Do~ s » e o o ¢ o=

My Top 5 Songs &

- Clickto add text

Click here and type
in the titles of your
favourite five songs.

Cikmaddnotes

[@=w .
oo [B] ameshopes- N W OOCEHBACHEE -L-A-==EBE.
Side 10 1 Defauk Design” Engish (US.) 4

e Put each song title on a separate line.
o Start with the songs that you like best.

Numbers and bullets \

e Select all the text in your list.

e Click = to change the bullets to
numbers.

e Click = to change them back to
bullets.

€ Miciosolt PeweiPolnt - 1iy Top 5Songs.pal]
) fe [R Yow bowt Fomat Dods SdeShow ke b AdmeROR
DEESY ST o+ B o- - PIOHD . N Be - B,
. wis BB zus EERS T KA

My Top 5 Songs

. Your are my sunshine

. Chicken dance

. Puff the dragon

. London Bridge is falling down
. Old McDonald had a famm

GO H W N =

ok

=T sl
B g N DORBACAE S L-A-STERE.
Sl 1 el Dusign Ergheh (u5) [

Save your presentation\

Click Ele and select 3ave,
e Inthe Filename: box, type a name for

your file (e.g. My Top 5 Songs).

Remember to save it in a sensible
place so that you can find it next
time! | saved it in my own folder,
MetalMan.

v @B & ¥ O B Jods-

7

Deskiop
]

Favorites

SE.,-*: Fie pame: [My Top 5 Songs
Network
e savesstype: [Presentation




V—/ \ / Learning Objective: 1 x
Layers \ Open your presentatiL

e Each graphic, for e Click Fie
example a picture, . Click |

a drawing, a '
o Select My Top 5 Songs (or whatever

shape or a block of :
text, is on a filename you have used to save it).

separate layer.
You can see the
top layers in front

of the others. ‘ L YT
: @ f Tossnngs.ppt | N
ﬁ li MyTnps'Snngs
(" this slide, the text is & e
in the top layer. The [ |
rectangle is in the Fa%].,,, ‘
middle layer and the o s 2 _
circle is in the bottom M et :mwmmmm(.wm._wwj L o= 1
layer —
\Jarer
Add graphics \
If the drawing toolbar is .
not at the bottom of the This puts the
rectangle

screen, click , select behind the text.

’ Toolbars _ bJ and

Click on the drawing toolbar.

Click and drag to make a rectangle S b s
i bt il AT
on your slide. | g‘:n:‘ww SRei TR
e Click = to change the thickness of [ o= |
the line.
é My Top 5 Son@
e Click on the arrow T and choose . Your are my sunshine
a fill colour for the rectangle. - - Chicken dance
. Vi . Puff the dragon
e Click on the arrow =zZ£ ~ and choose . London Bridge is falling down

. Old McDonald had a farm

a line colour for the rectangle.
e Click on your rectangle and drag it
so it is over the title of your slide.

o Click "~ and select Order . B
o (R | apshpes-  NDOFRATES ¢ -L-A-E=S0a.
Click ﬁ Send to Back an1o o cwonn @




/ 8.3 Adding pictures

\ /Leaming Objectives: 1, 2 \

Picture formats \

e Pictures are saved in different formats.
Look for these three types of file
extension: .jpg .gif .png.

e If you use the Microsoft Paint program
to paint your own picture, the picture is
normally saved as a .bmp graphic.

Jpg is commonly
used for photos and
.gif for simple
diagrams.

Adding pictures \

o Click Fle

o Click |@ren....

e Select My Top 5 Songs (or whatever
filename you have used to save it).

e Click
o Click Insert

e Click | Beturs n
e Click Erom File... ‘
e Select singingl.jpg.

° Clickr Insert |-

Resize the picture \

e Drag one of the corners diagonally to
reduce the size of the picture inserted.

e Drag the picture to the bottom left
corner of the slide.

e Make sure the picture does not cover
any of the text above.

plrg

s

Drag diagonally
to reduce its size.

My Top 5 Songs
1. Your are my sunshine
2. Chicken dance
3. Puff the dragon
4. London Bridge is falling down
5. Old McDonald had a farm
RIFEY
P LY 9

More pictures

e Insert one more picture, singing2.jpg, at the
position shown.
e Adjust its size.

e Insert the next picture, singing3.jpg.

o Adjust it to a suitable size as shown.

o Click P and select Order .

e Click 'm Send ﬁackwardJ_

e This should put singing3.jpg behind
singing2.jpg.

e To see how your slide looks, click .

° CIle Yiew Show FSJ.

e
o Click to save your slide.

My Top 5 Songs

Your are my sunshine

Chicken dance

Puff the dragon

London Bridge is falling down.l.z
. Old McDonald had a farm gy

RNTY

bbb

IUEE I




\ / Learning Objectives: 1, 2

AN

T//T;A Adding sounds
—

Adding sounds

\

e Open the presentation slide My Top 5

[ ]
Songs again.
e Click Insert. .
U Click| Movies and Sounds }‘
o C|ick| Sound from File... ; | .
e Select BIRLTICZNIE or any other

sound file given by your teacher. ©

Microsoft PowerPoint

\l’) Do you want your sound to play automaticaly i the sids show? IF not, & wil play when you ek t.

s

G~ v
| o 'i;'f_

Click L

Click i to play the sound
automatically when the slide comes
up.

O 0O

The small speaker
icon represents
the sound you
have just chosen.

Sqund from Clip Organize\

e You can also insert a sound clip from the
Clip Organizer.
e Click Insert

e Click|

e Click|
e Scroll down the list to look at the
djfferent sound clips.

Moyies and Sounds  » ‘

. Sound from Clip Organizer... |

@ Microsalt PowerPalnt - [My fop 5 Songs.ppt]

]
:
1
i
1
1
'
:
1
‘
1
i
ek G You boot Fomet Tok SdSom Wrske o AdcheROF -x :
Q@R 3Ry @Y o~ OB¢ o £ -@. 1
b cw-Bsgy [EES A W@osn Dt . :
B Do
My Top 5 Sﬂ( .
1. Your are my sunshine' : ¢
2. Chicken dance '
3. Puff the dragon :
4. London Bridge is falling downgt Ve
5. Old McDonald had a farm s :
‘. 1
i
F
1
: [ ]
HEe /| X :
e~ [R] At N NDOBBAIEDE S LA . 1
1ot Defauk Design Enghsh (LS.} )
Ve
_ ' e
e Choose a clip you want to hear. '
e Select | PreviewfProperties l !
e Click to play the clip. _ ' o
¢ Use the media player like a tape recorder
or CD control. E
1
o Click —2°* e
e Listen to different clips until you find one
you like. i e

Preview/Properties

10214098 . wav
Wave Sound

27x8
2/19/1999 2:28:08 AM
srdooine

» nf[w
Caption:  aps Cheers
Paths e
Fie: C:\Progr des|Microsoft € 4098.wav
Catalog: C:\Progr A agrak 10{CAGCAT10.MMW
- Cose

Click on the arrow of the clip you

want and select Insert
Decide when you want the music to
start playing.

If you click mﬂﬁ__g you will need to

click on the speaker icon ¢ to play
the sound when the slide comes up.
Move the speaker icon to an empty
space below the text block.

Click .

Click below the speaker icon.

Type Click me to listen to the

sound.

Click on the arrow 2 -
No Fill 4, make the box transparent.

and choose

Click on the arrow L - and choose
Nolire t5 remove the border.

Click & to save your presentation.




N / 8.5 Linear storyboards \ / Learning Objectives: 1, 2

AN

Linear storyboard \

e When slides come up one after the
other in sequence, we call the
presentation a linear storyboard.

To plan a linear storyboard, draw a
series of boxes on a piece of paper. In
each box, write a short description of
what will be on the slide.

Slide 1: Title

\

e Click Fle and select Hew...
e Click [ Blank Presentation

e In the Slidelayout |ist select the Title Only,

Books have covers that
tell you what the book is
about. A multimedia
presentation has a title
slide that tells you what
it’s about.

¢ Click in the text box and type
How o make a cup of tea.

e Insert the picture tea.jpg below the
title.

(DSERNARP s 3@Pin.
v

-w-zxsnsEsa
O /Sen'

[E=Y < -]
s

o }] At . % OOBE 46 @R S-d-&-=SHBP,
LI Dntrut Dnatgn Eghn s

Slide 2: Step 1

\

e Click Inset and select NewSide

e Inthe SideLayout |ist select Tt Side]

! ¢ Click on the title and type Step 1.

Move the title box to the top.

e In the main subtitle box, type Boil some
water.

e Move both the subtitle boxes to the top,
below the title.

 Insert the picture kettle.gif below the
subtitle. Adjust it to a suitable size.

e Insert the sound file kettlewhistle.wav.

e Click Luwtzzeud to play the sound
automatically when the slide comes up.

e (Click and select the speaker icon.

¢ Move the speaker icon to the bottom
below the kettle.

e The icon must be visible for this
exercise so as to provide evidence for
inserting the sound clip.

Step 1

Boil some water

Get the animated
picture of the kettle and
the sound file from your
teacher. Put them in
your folder.




L/ \ / Learning Objectives: 1, 2 \
Slide 3: Step 2 \

e Click Insert and select MewSlide

e Inthe Shide Layout |ist select Ttle Side|

e Click on the title and type Step 2. Step 2

e Move the title box to the top.

e In the main subtitle box, type Put the
tea bag in the cup.

e Move both the subtitle boxes to the
top, below the title.

e Insert the picture emptycup.jpg.
e Insert another picture teabag. jpg.

e Position the teabag on top of the cup
so that it looks as though the tea bag is

Put the tea bag in the cup

dropping into the cup.

Slide 4: Step 3 \

e Click Insert and select New Side _

e In the Slide Layout |jst select Title Slide|

e Click on the title and type Step 3. Step 3
e Move the title box to the top.
¢ In the main subtitle box, type Pour the Pour the water in the cup

‘water in the cup.

¢ Move both the subtitle boxes to the top,
below the title.

e Insert the picture pouringwater.gif
below the subtitle.

¢ |Insert the sound clip pourwater.wav.

e Place the speaker icon at the bottom

below the picture.

Slide 5: Step 4 \ : ,

e Click Insert and select Newslde:

o Inthe SideLayout |ist select Tt Side| -

e Click on the title and type Step 4. Step 4

e Move the title box to the top.

e In the main subtitle box, type Stir
the tea and leave it for 2 minutes.

e Move both the subtitle boxes to the
top, below the title.

e Insert the picture stirtea.jpg below
the subtitle.

e Insert the sound file stircup.wav and
place the speaker icon at the bottom

Stir the tea and leave it for 2 minutes

below the cup.




. ‘___/

\/ Learning Objectives: 1, 2, 3 \

Slide 6: Step 5 \

Click Insert and select Mew Side.

In the Slide Layout |ist select Title Side|
Click on the title and type Step D.

Move the title box to the top.

In the main subtitle box, type Add sugar
and/or milk.

Move both the subtitle boxes to the top,
below the title. ’

Insert the picture sugarmilk.jpg.

Slide 7: Enjoy your tea! \

Step 5

Add sugar and/or milk

Click Insert and select NewSlide
In the Slide Layout |jst select Title Slide|

Click on the title and type Enjoy your teal
Move the title and subtitle boxes to the top.
Insert the picture feaready.qgif below the
title.

Insert the sound clip drinktea.wav.

Place the speaker icon below the picture.
Adjust it to a suitable size.

Click & to save your presentation as How

to make a cup of tea.

Moving between your slides\

Enjoy your tea!

View the first slide.

Any object in your presentation
that does an action when you
click it is called a hotspot.

Click AdroShapes ™ o, the drawing toolbar.

Click Action Buttons | |
Select the button that points to the right _

Click on the right bottom corner of the first slide.

Drag to draw a small button.

Inthe
Mouse Click

dialogue window, select

Select Hperinkto: hoy click x| select Mext Side and click L

Action Settings @[zl
Mouse Click | Mouse Over |
Action on dlick
c None
- [mextsude ~|
€ Run program:
I
C Runmacrd: .
| . =
¢ Ohiert action: ’ '
| I
I~ play sound:
|[N-a Saund] :_'
¥ Highlight dlick
) I oK I Cancel |
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\ / Learning Objectives: 3, 5

AN

Going back

\

View the next slide.
Click -Action Buttons

Select .

Drag to draw the button at the left
bottom corner of the slide.

In the dialogue window,

Mouse CIn:k

select

Select
Select Previous Slide and click -

Copy . action button and paste it in
the right-hand bottom corner of the
slide.

Paste the same action button in the

right-hand bottom corner of slides 3, 4,

5 and 6.

Copy E] and paste it in the left-hand
bottom corner of slides 3, 4, 5, 6 and 7.

Do not paste IEI] on the last slide.
Do not paste @] on the first slide.
Use the textbox tool ] to insert a text

box below .

Type Next.
Use the textbox tool to insert a text

box below .

Type Previous.

Copy these two text boxes to all the
other slides.

Slide show

\

To view the slide show, click Slide Show _
Click & Yiew Shnw i
You can also click the ¥ icon.

Another way is to simply tap

Tapping l—A at any time during the
show will terminate the slide show and

return to the edit mode of PowerPoint.

Use one of the above methods to view
your presentation.

As you watch the presentation, check

for spelling mistakes and the layout of
the presentation.

When you are satiefieg with the

presentation, click

Review

\

Study the presentation you have just
created.

Which of the following types of audience

can we show the presentation to?

O Kids from kindergarten

O Secondary pupils

0O Working adults

O Tourists

What was the purpose of inserting the
pictures?

Which do you prefer, static pictures or
animated pictures? Why?

Do you think adding sound effects
makes the presentation more
interesting and appealing to the
audience?

. *




. / 8.6 Complex tree storyboarM Learning Objectives: 1, 2 \

Complex tree storyboard \

ﬁVhen we don't link slides
in a fixed order, we call
this a complex tree
presentation. In complex
tree presentations, you

can link each slide to more ‘
\than one slide.

e Create a storyboard on paper for
your complex tree presentation.

e Draw a box for each slide.

o Write the headings you will put on
each slide.

e Draw an arrow from each box to
show the links between the slides.

National parks

e Your school Geography Club has
requested that you help to prepare a
presentation on the National Parks
of Sarawak, the largest state in
Malaysia.

e They would like to see some photos
of each of the National Parks and
any other relevant graphics like
logos.

Menu

A

You may need more
boxes for this project.

A o Each National Park must also have a - —=
i3 description of it.
i
% . -
TI? National Parks presentation \
iy

i F i

o Click e and select New....
Click ] Blank Presentation
e In the Shidelayout |ist select Tite Orily
o Click Format,
o Select [ Siepesn... |
~Scroll down the side scroll bar.
e Double click to select a background

from the list displayed.
e Click in the text box and type:

~ National Parks of Sarawak,
i The largest state in Malaysia.

£
°

National Parks of Sarawalk,

The largest state in Malaysia

it?

| selected the maple.pot
slide design. Do you like .




\ / Learning Objectives: 1, 2

AN

/_/ 8.7 Main menu

Main menu

e Insert a new slide.

e Use the Tte only| glide layout.
e Type Main Menu as the title.

o Follow the positions of National Parks as
seen on the right, type the names using

Mulu, Batang Ai.

map:
Click at each of the names to see a brief
description.

¢ Insert the map of Sarawak sarawakmap.jpg.

textbox: Tanjung Datu, Bako, Niah, Gurung

e Use textbox to add an instruction below the

Main Menu

‘Description of each slide \

e Create a slide to describe each of the
National Parks of Sarawak.

e You can follow the sample slide given
or use your own creativity to produce
the slide based on the information and
graphics given.

¢ Insert a new slide.

e Use the TiteandText| sjide layout.

e Type Tanjung Datu as the title.

¢ Insert the logo of the park, LogoTD.jpg
and place it next to the title.

e Insert the photo Tg-Datu.jpg, and
resize it to.the appropriate size as
shown in the cgmpleted sample slide.

e Insert another photo, TanjungDatu.jpg,
resize it and place it on top of the first
photo.

Tg-Datu.jpg LogoTD.jpg

Completed slide

TanjungDatu.jpg

e Arrange the two photos as shown..

¢ Insert a text box and type the
description.

¢ Place it below the photos.

To put a photo behind )
another photo, first select

the photo, click on %"ﬂ,

seloct | Order )
[ﬁ Send to Back |

¢

select

Mountains sweep down to the sea in this
park on the extreme western tip of the
State. The debris-free mountain
streams ensure crystal-clear waters of f
some of Sarawak's finest beaches.
There are also coral formations close in
shore that make this as-yet unexplored
dive site ideal for scuba diving. On shore
the park is rich in flora and fauna.

-




/ \ / Learning Objectives: 1, 2 \
N

Bako \

Bako —

Just a short ride fir
Kuching. § 3
national par

the rare proboscis monkey.
It is an ideal infroduction

Logobako.jpg

Bako2.jpg

to what the State has to
offer.

e Based on the sample slide shown
above, create a slide to describe the
Bako Ngtlonal Park. Bako7 jpg

Bako3.jpg

Just a short ride from Kuching, Sarawak's oldest national park is home to the rare
proboscis monkey. It is an ideal introduction o what the State has to of fer.

Niah \

Niah1.jpg

oL

Logoniah.jpg Niah3.jpg

. Based on the slide above, create one new slide for Niah National Park.

Humans inhabited the Niah Caves some 40,000 years ago. Among the
Palaeolithic and Neolithic paintings and artefacts is Southeast Asia's oldest
burial site, discovered in 1958. Today, local Penans climb flimsy bamboo
scaffolds to collect birds' nests from the cave ceiling.




\L/_/ 88 More slides \ / Learning Objectives: 1, 2 \

Gunung Mulu \

4

Logomulu.jpg

Mulu1.jpg

e Based on the sample slide shown above, create a
slide to describe the Gunung Mulu National Park.

A true tropical wonderland, Gunung Mulu has it all - the world's most extensive
cave system, the world's largest cave chamber, limestone pinnacles, jungle
trekking, rock climbing, kayaking and a chance to meet the nomadic Penans.

Batang Ai \

Batang Ai

mhabited by wild ovang-utans,

Logobatangai.jpg

Batangai1.jpg

Batangai2.jpg

e Based on the slide above, create one new slide for Batang Ai National Park.

Enclosing a huge lake, the park is inhabited by wild orang-utans, gibbons and
hornbills. There are also several traditional Iban longhouses. You can enjoy the

wilderness while pampering yourselves with the comforts of the nearby Batang
Ai Hilton Longhouse Resort. . "




./ 89Linking the slides \_/_ """ Oukcive 4 N\

Hyperlinks \

wunathimeosieionmial

e View slide 2 Main Menu.

e Highlight the name Tanjung

Datu' Llnkto:__ Iexttodlsplay:|<<‘Seler.t|onir|Dt-tument>> ScreenTip... J
. Select a place in this document: Slid iew:
° CI|Ck -I-nsert. Qaﬁ%!eor Frst Slide A Sl
P R T R ol age - Last Slide i
e Seloct & Hoeink.. cokk | Mo e |
. . - Previous Stide
PIQCE 3] This Place In This - Slide Titles e
o Select Document | Document | | & ..., 5 Selected National Parks;
. i i-2. Main Menu s
e Select 3. Tanjung Datu from the
H P . Create New L
slide titles window. Document K
° C“Ck . ¥ I Show and retuen
. " E-mail Address
¢ Repeat to establish the links for * | _ comel

all the other parks.

Create action buttons \

e (o back to view slide 3 — Tanjung Datu.

o Click Agtosh,apesvr Put the
e Select ActionButtons . return

e Select return ] Tanjung Datu icon
e Draw the return icon at the bottom right corner. ;
o Use textbox to put the label Main Menu next to

the return icon.
e Link it to the Main Menu slide.

e Copy the return icon and paste it onto
slides 4 to 7.
e Link slides 4 to 7 to the Main Menu slide.

Testing \

e Click to save your presentation. G ce you establish a ink, the Iink\

e Go back to view the first slide. e ,

. ) is indicated by the underline. If you

o Click to run the slide show. point to the link, the mouse pointer

¢ Run through the slide show slide by slide. {E')

e Make sure all the hyperlinks from the will change its shape to . Click
names of the parks to each individual slide at each link to make sure that they
work. @ linked to the correct slide.

e Make sure all the links associated with the
return icon bring you back to the Main
Menu. =

¢ When you are satisfied with all your links,
save your presentation again.




/__f 8.10 Self-evaluation \fLea"‘i”g Objective: 5 X
Evaluation \

e The presentation of National Parks of Sarawak is targeted to the Geography Club
members. Do you think that it has met the needs of the members?

¢ Run the presentation and evaluate the slides.

o What are the strong points or weaknesses of the slides?
Look at the following features and comment:
o  Are the contents and instructions on the Main Menu clear to the audience?

o  Why do you think a map is provided on the Main Menu?

o  With the help of the map, do you think all the members know the location of each of
the National Parks?

o  Are the maps useful in helping the audience to identify the National Parks better?

o Whydo you think we insert colourful photos?

o  Which do you prefer, colourful photos or just plain text?

o ldentify the weaknesses and suggest how they can be improved.




| /" 8.11 Project
e

\ / Learning Objective: 4 \

More National Parks \

e There are actually more than 5 National Parks in

Sarawak.
¢ You will be given the related logos, photos and Main Menu
descriptions of each of the National Parks.
e First of all, add 4 more names on the main menu
(refer to the map on the right for the locations):

Similajau, Lambir Hills, Loagan Bunut and

Kubah.

e Create a new slide for each of these four
National Parks.

e You can choose any layout that you like.
All the slides must be linked from the Main Menu
and be able to return back to the Main Menu.

Similajau National Park \

A combination of golden sandy beaches and rainforest make the park perfect for
bird watching, bathing, trekking, coastal cruises and viewing the wildlife.

~

Logosimilajau.j g o . s .
g jatpg Similajautjog ~ Similajau2.jpg Similajau3.jpg Similajaud.jpg

e Besides the logo, choose 2 or 3 photos from the list above.
¢ Arrange the photos, resized if necessary, so that they are not too crowded.

e Link back to the Main Menu.

Lambir Hills National Park \

Logolambir.jpg Lambir1.jpg Lambir2.jpg Lambir3.jpg Lambir4.jpg

Now known to be the world's most bio-diverse forest, Lambir Hills is home to
more than 1,000 species of tree. There are plants and insects here that have not
yet been discovered as well as waterfalls and bathing pools for a quick dip.

e “Besides the logo, choose 2 or 3 photos from the list above.
e Arrange the photos, resized if necessary, so that they are not too crowded. .

e Link back to the Main Menu.

e ,~,~J:<Z;IWM‘



‘ / \ / Learning Objectives: 3, 5 \
—

Loagan Bunut National Park \

Logoloagan.jpg Loagan1.jpg Loagan2.jpg Loagan3.jpg Loagan4.jpg

The centrepiece of this park is a unique disappearing lake. Normally Loagan Bunut
is a scenic lake, Sarawak's largest, but in the dry season it shrinks and disappears.
It is an ideal spot for bird watchers and anyone interested in the culture of the -
Berawan people who inhabit the lake and have developed distinctive fishing
practices.

e Besides the logo, choose 2 or 3 photos from the list above.
e Arrange the photos, resized if necessary, so that they are not too crowded.
e Link back to the Main Menu.

Kubah National Park \

. Logokubah.jpg Kubah1.jpg Kubah2.jpg Kubah3.jpg Kubah4.jpg

Just 20 km from Kuching, the capital city of Sarawak, Kubah's waterfalls, crystal-
clear rivers and plant life make it a popular day trip for locals as well as visitors.

Besides the logo, choose 2 or 3 photos from the list above.

Arrange the photos, resized if necessary, so that they are not too crowded.
Link back to the Main Menu.

Save your presentation.

Test your presentation to ensure that the slides are linked properly.

Congratulations! You
have reached the end
of Next Steps. Are you
ready for the
assessment test?
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